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Dear Service Provider:
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\Because of the need to deinstitutionalize cliedts and nnim:.in
public* accomtthbility, it is essential that every rehabilitation agency
have the capacity to deliver services which effu:t:ivolyr address the
‘needs of individual clients. - The tool most likoly to insure the
necesury accuracy, anfl ‘economy is the Indiyidualiud Writton Program Plan,

'I‘ho mtorial imm this booklet has been developad to lllilt rohnbili-
tation'agencies in propnring and implementing Individual ud Yritten
Program Plans. Vhila ite use is not mandatory, I oncourage you to adopt
as much as will benefit you in dcveloping your agency's procou for
\ individualizing rehabilitation’ ‘services, This material was designed to

. ' be compatable with federal and state regulations and program office

. standaxds, . v

*
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. *" I hope you will find this material useful and w1.sh you continued
", success in urving hand:l_cappcd persons,
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~ . INTRODUCTION
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Background -

The Individualized Written Program Plan (IWPP) is a client plan document developed through the efforts

of the client, agency staff, referring agency representatives, consultants, and when appropriate, parentsor

guardians. The plan is prescriptive. It is the result of an interdisciplinary process which sets forth the goals
- and procedures on how to work toward those goals. ; -

N

Legal Basis . . \ . . . )
: Public Law 94-108, the Developmentally Disabled Assistance and Bill Rights Aot of 1875, calls for an
. individualized habilitation-plan and states that public funds (both federal and state) are to be withheld from
agencies not meeting thie general stipulations of the Act, including the habilitation plan. Public Law 93-112,
the Rekabilitation Act'of 1973, calls for an Individualized Written Rehabilitation Plan to be developed by
state vocational rehabilitation agency counselors and any program receiving federal money. Public Law
94-142, the 1975 Education for All Handicapped Children Act, requires the development of Individual
. Education Programs for all students with special needs. In Pennsylvania, the Department of Public Welfare
' . 9088 Regulations for Voogtional Rehabilitation Fucilities of 1977, Public Law 81, eall for an Individualised
.’ Written Program Plan for each client, The above laws and regulations make individual client planping a
necessity in the vocational rehabilitation facility. .
] ~

' 8
Description

The Individualized Writben Program Flan, as defined by the Pennsylvania Department of Public Welfare
" 9058 Regulations, Consists of seven basic components, yvhich are: - ' 7 -

A}
-

« 1) client involvement in the planning of the IWPP; .

2) behaviors (needs) to be dealt with;

8) scheduled staff conferences consisting of persons responsible for development, implementa-
tion and followup for both the initial planning, as well as formal review of the IWPP’s;

4) stated goals and specified program objectives for training; _

]

B a time framework estimating the amount of time neceasary to achieve the goal and/or review
progress towards attainment of that goal; ' _ T

' 0 documentation pf persons résponsible far implementation of the plan; and

k)] -gacifié'techriiqheeto be used to bring about these behavior changes.

WA e provided
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No actual suggested format Ia provided in the regulations. It ia understoed that an agepcy may wish to
devise its own IWPP format or ‘modify an existing format to meet’ the specific ments of the

Department of Public Welfare 9066 Regulations, as well as the needs of the clients within the agency.

- - - -}\r. L

The IWPP is developed as & result of a group process between the client and the interdisciplinary treatment

" team. The program manager, and the person(s) reaponsible for implementation of the IWPP need to be in

attendance at the staffing where the IWPP is to be developed. When feasible, thd client shoulfi alsobein X
attendance. Other individuals, as specified in the introductory paragraph, should be extended an jnvitation ’
to perticipate in the staffing. Documentation of.these invitations should be included in the client’s case

record.

“

Although it is possible to develop a complete INPP as a group effort during one staffing, this may prove to be

» burdensome and time-consuming process. An alternative approach is to limit the initial INPP staffing to,.
identification of specific Overall Goals, Behaviors (Neads) and Goals (all items on the Cover Sheet’ ‘ .
and items A. through D. on the Goal Sheet). The final INPP, including objectives Methods and Materials

(items E. through 1. on the Goal Sheet), can then be completed by the case mangger, implementor and client. .

Once staff become famjliar with the IWPP, and the processes leading to the IWPP, it is expected that the.

, time spent preparing for and partici in an IWPP staffing will decrease and take little more time thana .
traditional staffing. It is expected that the IWPP will lead to more constructive training which will help
clients become more productive, independent, and self-fulfilled members of society. . | .
N | - | o



THE INDIVIDUALIZED WRITTEN PROGRAM PLAN

.?uwoc ure for Development of IWPP

In order for the IWPPstaffing to be productive, efficient, and a positive experience for the people involved, a
planning process should be developed by each agency. A suggested procedure is presented below. This list
can be modified to meet the specific needs of each agency.

* Reference pages are in the
. ’ Resource Manual to
K ' accompany the Pennsylvania
1. The following persons should be present at Model Individunlized Written
) IWPP development staffing. , ) Program Plan
-
a. Client — if the chent i8 not present an explanation should be .-.......... See resource manua! p, 44
given as to why. '

b. Vacational Evaluator - e

c. Program Manager ' _
d. P‘loor staff — who have worked with client ...l See resource manual. - p. 654

\ g Other involved individuals

2. Staffing participants notified
8. Relemt client Monmtion obwned ......... f:......: ................... seseseinnene sumum mu‘l ) 4 2

a. ~Beha\nonl Assessments
b. Psychological Reports
\\' " ¢. Social Histories e
d. Mdical information and activities imitations -

e. Raports from agencies to whom the client is known

:/ {. Vocational History o T .
) ) gAneodpthecords | _., ' _ ¢

h Performance Reoonds

: 2. attendance records .
' ‘¥™records from previous IWPP reviews - B
~ I, Vocational E¥aluation Reports - : : L

. .
.
. " ‘; ’
‘ ’, Ty .
.




'j- Other Intra-Agency Reports

- 1. physical therapy k .
/- 2 occupational therapy ) . )

k. Consultatlons
- l. Other Rolemt Information  *

4. Mn‘}lold.&uumdw |
a. Convened by pesson responaible for staffing.......i......... sertssesiessssineesss So0TOSOUrCE manual . 2
b.\Sumnnry of relevant client information S L " -

c. It poebl, cliéntapeaks about how he perceives his needs, - .
from the VR facility, his personal goals, inter- - - : ' o
. uﬁ.ctc.ORdchrmlmﬁmdoxtmtdparﬂdpcﬂonbyamth— ' , hd K
" er qualiffed indlviduﬂacﬁnsuapomnal advocate............c.evennnn. See regource manual p. 44

d. Assignment to program area e.g. PWAT, WAC, or LTSE °

aMniﬁntdptomunmmﬂappﬂuble o .

fWHumptdmovmﬂMmhhdhqmomntddlcnt N L
tohigherlevelmwnnﬁng ........................................................ Seeresourcemanual p.5

j. mwdmfr“muﬁmwmmm
k., ﬁonofobkctlvubygoalm .
L Dotmdmﬁondmoﬂmdommwnﬁm...:....: ........... Seeresourcemanual p. 76"

m.Alllmentotimplummor
| \nDltdnﬂntﬂonoftlmtdsto_foruchobjecﬂve
_ ? 'aWopdm;lwddemﬁm _ . ‘
B T R v
Itemnx,L,‘u.N,.mdombpmimdtobeeomplmd-afterthelwppmwueeung.

‘l

0 wmmmqwmm ﬂﬁwnquindfornumimohdinmmmngw,
o panticipate in the complation of the TWFP. The peopld required for the completion of the TWPP are the client
,\ - .MM"&MW and the implementor. ammmwpauvm ‘

- . . .
.- - N . ' &
- . . . % D . . .

o : ¥ . e
e BT v : . ' ! . o e .




lNl)lVll)UALlZED WRITTEN PROGRAM PLAN

Covey Sheet

1

A. Heading: b "~ ‘B. Program Assignment
Name l . IWPP to be reviewed by team every:(circle)
' ' : 6 miorith ]
Date . e e e }»J\:;)Ad?y&p l,mb:mw;nh
- . g : quarterly progress
Program Mapager’s Sign. by programymanager
4 . L _
Client’s Sign. ' T . ‘ .
"C. Overall Goal '
' . Date -~ Date
D. Program Goals . tor . m
Include strengths which require further Implemen Initiated Completed
development as well as deficits which . '
Jequire remediation
. —~— 2
— 5 - \
N\
. v
!
: ~
. : ' 3 : r
° * . -
L] R R . ’
E. Rosior of Participants in Initial LW.P.P. Staffing (Inclode tites): - -
Attended: A - . _ 9 o
.‘ . . ) . hd
. - - . . ' L] .



STy sl S : . -
' - ' Progre
. PWAT OT (team) IWPP review every 30 days

4

o - Date Reviewed Type of Review . L
' “and signature of program manager and client

Summaries and [WPP Reviews

LTSE WAC (team) TWPP review semy annually with
quarterly Progrese Summary by Program Manager

‘Summary of client status as well as .
statement of progress on each goal '
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Indwzduahzed Written Program Pld’z LNo
_ . Goal Sheet /- -,
A. Heading /
_ Name _ Program Manager Date _______________ Program Assignment ... _.___
'B. Overall Geal: ] . '
#C. Behavior (Need) _
D. ProgramGoal: ] :
. G. Target  H. Completed °
E.. Objectives F. Methods/Materials/Implementors Date Date
' -
- ' } |
. . e . ®
~~
7 = -
, —%
4 ) 4
[ )
F e
I Sigmturea: (npme dnd dato) . )
Cliont(nﬂloudvoqnto): .
. Progrununmcor -

Implementar:
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N ' _ ‘ ) Performance Notes T , :
. o 'mia is on-going recording and monitoring of the client’s progrees towapd objecﬁm o
. "w. .+ Thisspace may be usedfor charting Hehaviors. - :
B .- Thisis to be kept by implemientor. .

v B, Progrethstnclee S ‘. S ‘., " - C. Revisigns. D. SignatureDate -
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Instructwns for Completmg the IWPP Form ~

This IWPP form was developed alter careful scrutmy of many existing individualized plan forms. Efforts
‘were madde to insure that this IWPP format is easily adaptable to meet any other agency requirements. The
. primary purpose of the IWPP is to provide useful, understandable mlormation to all persons involyed in the

habllltation or rehabilitation of the client. - \ J

This IWPP format is divided into two sections: the CoverSheet, (with space for progresas reviews on the back)
and the goal sheets (with space for on-going monitoring of client progress on the back). .

The steps of completing the IWPP have been arranged in a logical progression; however, the reader should
feel free to rearrange the ol'der of completion to fit his/her, particular needs.

-

.1. COVER SHEET

) . A) Heading - ‘
Enter the client's name, the date and the signature of the program manager a.nd client.

B) ngmm 4mgnmont

The Program assignment is entered on the form (e. g PWAT, LTSE, WAC). Individuals involved in Personal
Work Adjustment Training (PWAT) or Occupational Training (OT) require a review every thlrty days.
Individuals involved in Long Term Sheltered Employment (LTSE) or Work Activity (WAC) require a review
every six months of the calendar year with quarterly progress reviewg by program manager. Circle the
appropriate classification.’ The facility can, however, review the IWPP more often if desired. Program goals
listed on the cover sheet may or ‘ay ngt change at review. _

-, . -
.

C) Overall Goal

Enter overall goal The overall goal should reflect a consensus of opmion of all individuals particlpating inthe
development of the program plan. Particular attention should be given to the client’s desires. The overall

. goal may be 3 general goal, but should state the ultimate purpose toward which all servioesaredxrected. This
is usually stated in terms of “sheltered employment” or “competitive employment.” - ’/ .

. . D) "Program. Goals N

Enter the program goals. Program goals are directly related to the overall goal and to client bahaviors
(needs) discussed at the staffing. The program goals should be stated behaviorally and in positive terms.e.,
state what the client will do rather than what he/she will not do). Program goals may or may not, change at
the IWPP review date. (See resource manual p, 6 Jor discussion of prwntwmg goals and p. I8 fora
discussion of writing clear, positive goals.) k

v

2 .
As program goals are identitied enter th'e name of the implementor for each.

. .
® s T ' o

L)
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\ ' E) 'Roou;' of Participants

Enter the names and title of persons attending the initial IWPP development staffing. lndwnduals whowere
invited but did not attend should also be indicated. -

\ ngmas Summaries amNWPP Reviews _
- (on back of cover:sheet) - - ~

A summary of client statusad well as a statement of pmgress on each goal should be made at each IWPP team
review (PWAT-OT every 30 days, LTSE- WA every 8ix months) and also for quarterly LTSE-WAC
summaries by program manager. The IWPP cohsists of program manager, client and othersinvolved {n
goal plan implementation. These.réviews should be signed and dated by program manager and client. Client
attendance at IWPP reviews is optional but the results of the review must be discussed.with the client. A

copy of the TWPP review must be submitted to the referral agency. (See résource mamw.l p. 12 for discussion
of progress nobu) i
II. GOAL SHEET -

The purpose of the goal sheet is to document each program goal individually. The overall goal may have
multiple behaviors (needs), and each behavidr (need) may have multiple program goals For each behavior-
/program goal a new sheet should be used.

‘ A Heading
Enter the client's name, the date and the name of the program manager.

~ Program assignment should be same as cover sheet item B.

1
Ay
Ki

B) Overall Goal”

Copy the overall goal from the Cover Sheet. This is written on each goal sheet as a reminder of the general
purpose for the client’s placement within the program.

T C) Behavior
State the client’s present behavidr which needs modifica_tion, elimination or strengthening.

| D) Program Goal : | -~
Copy the program goal from the cover sheet.



E) Objective®) ..

For each goal, an objective(s) i8 developed. The number of vbjectives per goal will .d:;:(?_npun the
complexity of th%goal, the de ofidifficulty in reaching the objective, and the existing level of skill(s). The
objective should be written so that s(fccess ispossible for both the client and the staff and that the objective
can be met in a reasonable: length of 4ime with a reasonable amount of effort. et

~

N ]
l

There are three parts to ;n objective. The first:, part of the objective states what the expected b&mvidrr i8, . :

The second part of the ol:';i&tive states where and under what conditions the behavior is expected to occur. .
ive states the level of performance needed to demonstrate that learning has, in-

The rt of the obj . :
fact occurred. The development of an objective is based-upon the expected level of performance for the

 * behawidr witliin the environment in which the behavior is normally expected to occur. As in real life, somé

. behaviors.can be expected to occur 100% of the time; ‘while others occur less fretuently. 8 should be kept

i mind when specifying the level of performance. (See resdburce manual p. 18 for a discussion of writing -

clear, positive objectives.) . = . . _
| 'F)  Methods/Materias/Tmplementors oY

* For each objecti
méthod and ma to be utilized are dependel*st;pon the interaction between the client, the trainers,
3

the environment 1fPwhich the training is to occur. '
+ used as parf of the training. As with all elements
sufficiently detailed so that staff turnover will not interrupt service delivery. The person most directly

responsible for training the client in this method is also indicated here. It is intended that this section will .

provide sufficient information to facility personnel not directly ipvolved with the client, reterrihg(:z:
ing agency representatives, and the client in understanding what typéad how trining is to
" resdurce manual p. 76 for o discussion of methods to uss with problem’behaviors.)
Py LT,
G) Tuarget Date ) T

¢

The target date id the date by which the objective/ls expected to be met. Target dates may e changed if
training takes lo than expected and/or new training 'methods need to be developed.
. . H)Completion Date - E by
\ . .. -

The actual completion date is entered at the time the objective hagbeen Mret. *

ning method i selected"delineating specific techniques to be uilized. The trﬂnlng L

terials refer to any instruments or devices which will Bé
the IWPP, the methods and materials section should be -

ysor-
{ (See

f
FL I af
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S Y L D. Sicuamm y
: ' The peraons ipvolved in the development qf each goal sheet should enter their sigmture and title. The
uamtumumufypnmmpodunnﬂmdevolopnwntolmhpodetheIWPP o
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PRE D oy o tocles . o

- Cohmon&mbewﬂﬂdxnhqmnﬂyuﬂnhnpbnwnwrfuhhapmprhuﬂimmmhdmnd
serve as & record:of significant progress or cbstacles. Mmmlynbobamdforchnﬂngcﬂent-
behavior InLTBE-WACﬂlhhﬂmﬁdebeh'hnhthmﬁonuﬂn

summary, In PWAT/OT this lhouldboubnlntoebmlduy
,

- o | o E)Ibﬁdmw

L.
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. An Ezample Of A Completed IWPP :

LV : . - -
To indNate how this partiular IWPP was developed, & staffing summary and stréngth list is included.

L 4 -
-

.\Su!ﬁu Summary

. Client: John Adams

After reports from various representativeq at the staffing were read, John was able to discuss his
feelings about being in the workshqp, what he would like to learn and improve.in, what he would like to do
gomeday, and how his life in general was going. Discussion was then directed to identification of behaviors to
be addressed and co nding Program Goals.

. J ~ -

Training supervisor A.B..mentioned to John that his medical records ingicate that he should wear
glasses, yet he never wears them during workshop hours. A.B. suggested that this may be contributingtoa
lower production rate and a smaller paycheck. John expressed interest in earning more money but stated
that-his frames are cracked and look bad to-him. He said that he would wear glasses if he had good frames.
Concensus was reached on the following Program Goal: Personal Adjustment: John will have an eye
examination and obtain new glasses. This objective will be referred to Sally Black, John's case manager at
the Base Service Unit .. : ‘

/ ) * . ‘ .

- Tt was also noted that John seems to spend a considerable amount of time away from hjs work station,
and this could-also be contributing to a lower production rate. John stated thathe only leaves his station to go
to the restroom. It wats suggested that he could spend more tims at his-work station and earn more money it
he could reduce the frequency and the amount of time spentin the restroom. John did not disagree, but he
could not see how this eould be accomplished. John agreed to try to spend no more than 28 minutes daily

- away from his ‘work statioh and gradually to reduce that time to only five minutes daily. Program Goal:.

Vocational: John will stay at his work station during work hours and Teave only when given permission.

Y Itwes diacussed as to whether John's wobk rate could be increased. Tt wais felt that this workrate was a.
deterrent to placement in a sheltered workshap. A plan was agreed upon by John and Bob Carson toattempt
tp gradually increase work rate to sheltered workshop level. Program Goal: Voeational:\J‘ohn will increase

his work rate to sheltqred_ employment level, '

'~ :: Several staff mentioned that John had begun to wear dirty clothes to work occasionally. This was felt to

*

be inappropriate for a work setting. John agreed to this, but he said he had & hard time remembering to - ‘

change clothes. John agreed tobeing reminded at the end of the day to change his clothes by Mrs. Jonesand a
contingency contract based on his remembering to change his clothes was agreed upon. Program Goal:

" Personal*Adjustment; John will wear clean clothes to work and John will wear clothes that are color

OOOH“M v ' "
: A . o
. : - (continued on next page) :
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(Staffing Summary Continued) e

There were no bther recommendations at this time. It was generally that John could bepefit

from remaining in the work activities center until the next review, and that fomiiae present John's Overall

. Goal should be placement in a shedtered workshop. It was also agreed that Tim Smitffwould remainasJohn's
program manager. A tentative date for the IWPP Review (5/11/78) was set and the staffing was ended.

Strengths List®

Special Interests
John enjoys watching sports.
- John wants to earn more money in order to attend morq sports events.
| Family and Friends

gbh 8 mother is very supportive and would like John to have a regular job.
n is friendly with other clients, but has no close friends.

\

 Religion and Values
~ John attends church irregularly with his family s

He:is proud when he earns money. \

Occupational and Education Skills

John comes to the shop by himself uslnﬁ pubhc transportation.
John's best performance is envelope stuffing (his present work).

~

Rmhonio&aﬁandhngmm { ' SR o

John has a very good relationship with Sally Black at the base service
unit and with Bob Carson, his production supervisor. '

John likes &oming to the workshop and would like to continue.

John msponds to money incentives. '

Mmtal S&mu

" Johs is most cheerful in the moming :
John will learn new skills and habit.s but’ requu'es close monitoring _
in the beginning . 7.

B

‘A otnngth list i not required n IWPPforms, but is noommndcd as a very useful tool in devolopmg
effective, moanmgful clwnt programs (ses Houta and Scott:reference in bibliography). A

(Soc ruouroa manual p. 12 fora tuggutod mtermow gmda in developmg a atmngth/nud lwt.)

b ¥ d
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o INDIVIDUALWED WRI’]'FEN PROGRAM PLAN

Cover Sheet

A. Hesding: ™ | B. Program Amignment Y-A-C-
Name John Adams, - IWPP to be reviewed by team every: (circle)
' 20 6 months
Date l 1 /l 1/77 — 5 - ‘i)w"d'g.n\ L’lSElrmC with
Program Manager's Sign. / om /M/\ I ﬁmf.... IMAnAger
Client’s Sign. Joh N v
C. jOm‘nllGod Placement in a sheltered workshop. . ”
. . mw
D. Program Goals L 3 ' > ;
Include strengths which require-further | 1 mplom@ Inttiated C«fmplctal
development aa well aa deficits which ) < '
require remediation « . . . .
1. John will have eye examination and Referred to - 117/11/77  1/15/78
‘obtain nwm BSU ) .
( ' o Sally Black _ : M
\ P I
2. John will stay at his work st:at:ion Bob Carson 11/11/37
___ during wokk houxs and leave only " .Jod A /
. vhén . given permission, after 1/3/78 -
3, John will increase his work rate Bob Carson 11/11/77
—__to sheltered employmant leval. Joan Wright :
T ' o . * after 1/3/18 L
' 4. John will wear.clnjg clothes to work, ' Mrs, Jonas 11/11/77 . ?/3/78
. ] A i . i : . L
. 5. John will wear clothes that are color -deferred until
~—<ooxdinated, -~ _ 4 1§ aet, .
. _ ‘ : : . . 4
N .
Le v
¢ { ~ .
(4 * ' _ — . 3 ¢
( \ : . B
‘_ ‘7, “I A L S

B wawmmul.wr.p.ma_

- R - Amnd.d. 'l‘on Smith - Prdiun Hlnago' -John - Climt
' Bob Carson - Prodyction Supervisor . - - .

Imrltod but &th « Independent L:l. ing Skillg Instructor

Sally Black - Base S it .
« Mrd y'rhom} :hcrfw._‘unt«.,-; NS C,

~




' 4 .
Progress Summaries and IWPP Reviews

PWAT.OT (t2am) IWPP review avery 30 days ' ' 1TSE WAC (taam) TWPP raviaw sami annunlly with
- : . martorly IYugress Summary by Jyugrum Manager
. . . . . -

Date Reviewed Type of Review ) _ Summary of client wtatus as well as

unllhuuhntcl|un¢nn|l-mnnu'.ndeuum_; . ) statement of progress on each goal

St ' 1ew), : ' progress on his goals and especially
]

Staff are satisfied and feel that he

—

N ' "1, "Eyeglasses need: Yeferred 12/2/77

. : to B,S,U, Selly Black,. ol
: John received eyeglasses 1/15/78.

2. Stay at work station: very little

. _ : : new goal plan by 2/18/78.°
) L

S [

_ 3. Production rate: production rate '

. : " drop : ] ‘
. . changed to 103, John is discouraged
but ]

new job.

LIN

v

4, Clean clothes; goal achieved 23/18,

» . i * 8 [ >

. SETEES ' . . 5, Colar coordinated clothas: Mrs.'Jones

T
¥

St
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- Individualized Written Program Plan Goal No._2
. . : : ' Goal Sheet ‘ 3
A. Heading Tt . . _
Name John Adamg  °_ Program Manager__Tom Smith' __Date 11/11/77 __ Program Assignment W.A.C.
B. Overall Goal: Placement in 8 sheltered workshop _ o _ e ,
(l"ﬁehavkuTNéed) Sggnéh 40Aminutes away from work station, wandering around shop and going to restroom
r
D. RmmnnnGoﬂ Vocational' ~John will stay at hig work 8§§E1Qﬂhd&tinLJﬂHﬂLJMnu3_Bna_lﬂa!efnnl¥JﬂuuL4ﬂAﬁmh
, permission. G. ‘Target * H. Completed
E. Objectives . . F. Methods/MatenalslImplementors Date Date
1. .John will spend no more than 25 1., If John asks pérmission to leave 1/20/78
- 7#'V/- “@inutes per day away from hid ‘work statiop - person receiving
. work station .without permission’ request will question him as to
' for teén consecutive days durlng .whether he can wait until break .- - :
work time, ’ or lunch. Bob will d» time sampliggﬁ —
R one day each week of the time that
2, John will spend no more than 15 John spends away from work and will ™
minutes per day away from his . record this on a graph,
work station without permission 2. Same as method 1. v 3]11/78_
—for ten consecutive days during e R -
work time, . " .
3. John will spend no more than 5 - 3. Same as method 1, 5/11/78

. minutes per day away from his
: work station without permission

for ten consécutive &ays during
work ¢t ine D)

I. , Signatures: (nnme and date) J-
Client (aud/or advoute)-?‘__ﬂhbi :

J



s ' - Performanos Notes
' V4 Thig is on-g'oim recording and monitoring of the client’s progresd’toward objectives.
SN This spece may be used for charting behaviors.

.
, This is to be kept by implementor.
A. Program Goal: John will stay at his work station during work hours and-leave only when given Permig;sion.

. .. -\
B. Progress/Obstacles C.- Revisioris - I¥ Signature/Date
* ﬁ Lt ) .9 e ~ * ® N s .
Minufes spent away R 1 , N John leaves work statipn more ' "_'
from work stationm. 45 |, F o often when ‘he has a messy job.
' . _ , , \ /\ Sti1ll wandering 40 minutes
. 4o . / & daily., Very little progress.
. ’ . K ' ' 4 o V. Implementation. stopped on this.
- - — . 35 - : ' plan until IWPP progress sumifary
. _ ‘ " e | meeting.on 2/11/78, '
.. L - 30 1/20/78 Bob Carson
| .25 .. .
20 X
g IR 15 | _
R - b N '_ 3, ¥
10 ! o \[ ' ¥
. ' j - Y . ' . *
m 5 ; * . . - »
: - 4
: ' \o
‘ ' i wk | wk {wk | wk{wk|{wk]|wk]wk]|wk]|wk
11/11/77 1 12 |3 J4 11516 |7 18 |9 |10] Time sampling one day per week.
-' \'/ - - Pt
I
— B .
6 ..
SIS . 26
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' Indwzdualzzed Writtet: Prograﬁ Plan - .

-. Goal No. 3
: . : . Goal Sheet ~ . * . ) e
. . Y ’ l - . .
Name. - John Adams _ Program Manager Toh Smith Date 11/11/77 Program Assignment W.A.C.
B. Overhll Goal: __Placement in shel tered workshop - ’ ‘ | .
_ C.. Behavior (Need): Slow work rate on assemblgv work, -John is producing at 30X industrial rate,
D." ProgramGoal: _. Vocational: ‘John will increase his work raté to gheltered employment level,
- . ' G. Target H. Completed
- E. Objectives ' F. Methods/Materials/Implementors .. Date Date .
- R . , 2 "
1. John will be able to explain the graph 1. Bob Carson will develop " 1/11/78
_____to be used to chart hia daily
work rate and produce assembled ¢ : daily work rate and explain -
ACba. = this to John to-be sure he - -
(Job No. 115, 118, and 122 at - : - understands how it will be o . -
1_rate far 10 ; uged. He will chart on - — ‘
consecutive work days.) : : : graph each day and show - '
o oo ' " AJM. and P,M. and praise - | Co
" : . . : ' shown and decreases in work :
. : _rate will he ignored, - = - <
‘ o e & o ’ ’ ' - ¢ . .
2, John will produce assembled . .~ 2, Bob charts daily John'swork 2/3/78 - °
prodygts (Jobs 115, 118, 122, 103 _ rate and shows it to him at _ :
at 502 of industrial rate for _the end of the day. If thare ' ; ‘
10 consecutive work days). is a decrease for 3 days on o
N L= ' ' ____the iob, cbunseling will be ' _ | i
- o >\ * " initiated to discover the
- - . ) [] . l - .- r o ) .
~ v _ - ‘ " continued until rates again _ ' « s o

7 .1 Signatures: (name and date)
Ry cn.nt(md/orgmw '

S &%ﬂ»d-%
: _ K _2 _ DR Y A 4 SRR -
* Impleméntor: _-' s bt R4 ‘ R . | __//.//- ]7' /‘1‘,/_” .




E Performance Notes :

This is on-going recording and monitoring of the client's progregs toward objectivee.
' This space may be used for charting behaviors.

‘ This is to be kept by implementor,

A. Program Goal: John will increase his work rate to sheltered employment level.

< »

.

B. Progress/Obstacies o - ~* C. Revisions . D. Wgnature/Date
Graph was developed showing last three weeks work o B'!E. g11214/77 f
rate, It was explaingd to John and he underatands : - ;

howlp it works., .

John is producing at 30X industrial rate, N

_Graph representing work rate' and criterion does not  Graph changed to shov money B.C. 12/2/77
appear. to be reinforcer. Graph developed to show how earned instead of production W C

"._much money John sarns since this is important to him, Trate. -

John has been working'at 45% industyial rate for 10 | - B.C. 12/21/77
days. He is motivated to earn more woney, " W .

- . : 0 \ New implementor assigned,

N
N

Joan Wright, John, agrees to
continue with objectives. '
__Productiog level dropped to 30%. Job number 118 Job 118 changdd to 103 for  J.W. 2/3/78
. lost and John was placed on Job number 103, He 1is training. : .
__leas proficient at this job, Will revert back to i " | Y
objective #1 until John becomes proficient on job’ ' %
103 and again reaches 452 level for 10 consecutive days. N “ .‘
John 1l‘dilcouraled because his . work rate'irgoing down | _ o ‘ J.W, 2/10/78

not up. We talked about a lot of this change being the

new job, I will work with him to find new ways to do job ° S ‘ )
103. . . ) ) a ' LI n ] L &

\I

30
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Individualized Written Program Plan Goal No,_

"'Ir'np'lementor:___-a.ﬂ-nt‘.,_w‘ - : R =Y

Goal Sheet . . -
A. Heading o . ' ,
Name .__John Adams . Program Manager _Tdm Smith | Date _°11/11/71 _ Program Assignment W.A.C.
B. OverallGoal: __Placement in a sheltered workshap =~ . _ , . ) e a
C. Behavior(Need: _Wears dirty clothes to work !
D. ProgramGoal: _Personal,Adjustment: John will wear clean dlbtheg to work, .
o - . | | G Target H. Completed
E. Objectives / ‘ o . ~ F. Methods/Materials/Implementors  * Date - Date
, 1. John will wear clean clotjhes to the 1. A simplle Sha'klist will be used to 11{%8613 11/28/17
vgrv note ochn '8 ‘B4 appearance. It exten .
5 days for 3 weeks. will be explhiined to him, Mrs. . to 11/28/77
_ //' . _ 0 N W samingd phn 8 e N ] )
LY ‘ - of each workjday to change hi
: i : — 3 (‘]:Ot hefore nming 0 ark _and
3 also praise him when he wears (
nl 0 nnravemant :
; . - 418 not noted {Un 3 weeks, he will \
v o d ‘no 0 » ' nd ki
report to Mrs} Jones who would '
then dis D {mnao ] of
. - clean clothes in terms of his own .
[ AN [] *vale . ‘ . e - . L[] [ ] (‘ l . I
ajene t-?. 1. ‘ [ [ D [ ] [] P Y e v ‘ ‘ -[efe et J‘?!‘ﬁj”’ 12{‘23]11
every 5 work days for 3 weeks. _ if improvement 3s‘’got noted in a 3 :
: | ~ seek time pariad - John will b 1122778 2/3/78
, - - instructed to return home and _ . . *
Y not wear clean clothes. e .:;.i"f
. ! . - - . : | . F .
3. Jehn will wear clean clothes 5 out of - 3. Same as Method 2. L -
St imes. PR _ L >
. . : . N - . < . -
I. Signa (name and date) , . 0 y

Client( oradvoutﬁﬁh - S e L uff=29
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b ‘ - ‘l‘hh is on-going recording and monitoring of the client's progress toward objectives.

v

. T . - * + UThis space may be used for charting behaviors. |
- ' ' ' "This is to be kept by implementor L C "
‘ A Procr&mGod John will wear clean clothes to work. . E
) B. . Progress/Obstacles - = - C. Revisigns .. D. Signature/Date

«John is wearing clean clothes 3 out of 3 working days K,U.d '11‘118/'77

2 _!:I.:h_nnindnn_n_:hn_em of each day by«Mrs. Smiths - .
Target date extended one

\ ) .
- ' : - : week to determine if the
- .. T _ change was the effect of )
’ . . .
| : E _ staffing. ’
.John still wearing clean clothes 3 >out of 5 days. ) \

. .. ! - ) e . .
) : John has been wearing clgan clothes 4 out of 5

A.J. 11728777

A.J. 12/16/77

days without reminders for two weeks. This week T . ' >y a ;

~be has worn dirty clot:hes for 2 days, He was

agked to report to me without clocking .in today as .

- N _m_ﬂn_uﬂxz\g day he had worn dirt:y clot:heo . ' N o

this week.

- .—5—5' John wore clean clothea all weeka . . 3 N - . _ i .. liin/n .
L He reported to - < o s & ‘

John wore dirty élothes one time.

_m._hn_mhn_j.qnes.;.o_mh_;hm. - | i L

l@*f‘;

o John wore .clun cloth:- for 3 weeks. This objective o . ¢ AJ. 2/3/78 .
- has been met - will suggest to' Tom.Smith that John - "4 . ﬂﬂn.’%“}' ~
and I are ready fox;_gpw objective c.entcring around N ) -
tutch:lng ¢clothes. .
) ; - _
i ‘i‘ .

B L] ’ "y ‘. . v

< . ? ] o 1y
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THE INDIVIDUALIZED WRITTEN PROGRAM _
S PLANS REVIEW

¢

'The Department of Public Welfare 9066 Regulations require regular review of client progress rel;tive to

their goals and objectives specilied in the client’s IWPP. The differences between programs are explained
below. y

. , ! <
. : : f

The PWAT and Occupational Training IWPP Review

Every thirty days a staff conference should be held to review the INPP for clients involved in Personal Work
Adjustment Training or Occupational Training. All persons involved in implementation and follow-through
should be in.attendance at thiareview. The IWPP review (or staffing) assesses progress of tlié client relative
to specific program goals and/or objectives, makes changes in training methods if necessary, develops new
goals and objectives as previous goals and objectives are met. ‘At this time the client may be reassigned to
programs and/or program manager. The client should be in attendance at this conference, if possible.

The IWPP review is an ideal time to share new information on the client, such as unexpected areas of growth,
behavior changes, family changes, and/or any other information which may affect client behavior.

The IWPP review should be kept in the cllént’&cué roeordl with the IWPP. Documentation of client
involvement should be made. Any other reviews should also be kept.with the IWPP. Subsequent reviews will

» be able to utilize the previous documents to assess movement and growth of the client overtime.

The actual farmat of the IWPP review is open for development as best fits the needs of each facility. Ideally,
the format of the IWPP review will be consistent with the intent and content of the original IWPP.

> . .o
The Sheltered Employment and Work Activities IWPP Review

Every six months a staffing for the IWPP review should be held. As above, all persons involyed in
implementation and follow-through should be in attendance at this review. Inaddition, the client is required -

‘to be involved when goal setting, decision making, .and progress assessment occurs. The IWPP review

documents the plan of action at the facility during the next six onths. The IWPP staffing and thé IWPP
format are easily adaptable to fit the needs of this review as there is little difference in intent betwaen the

IWPP staffing and this IWPP review staffing. In addition, the program manager is to review each clientat . -

thres months after the six month reviews. .

At any time that the IWPP needs to be changed due to client reaching expected level of performance or dus to
the need of changing training methods or target date, it can be accomplished by utilising the back of the goal
shest. The revision should be in writing, dated and initialed. This revisibn should be e available to all
participants in the staffing and to the referring/sponsoring agency. The client should béinvolved with any

35
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* Bohaviors (Needs) -

Implementor.

Methods
Overall Goal
Program Manager

Objectives

Target Dute

- Program Goals

Clisnt Involvement |

. procsss. mmnummuommmmmmmmm

GLOSSARY
The manner in which ucﬂant;cu. functions, or reacts to certain situations which
are observable by others, mdwhichminneedofmodiﬂutionwshnngﬂmning.

Purticipation by the client in the development and review of objectives and .
todmiquu foruoul attainment. .

_ Poumvhohmpomibletorenrrylngoqtlpodﬂcmeﬂmdldmﬂbodinmm '

ny:icdddluudlnthetrdnintmmwhichnuybeeitheroommerchlly
available or individually made. .

Ahoenllodhdmlquu, pmeoduruthntwﬂlbemodboa-htﬂ\ocliontinmm
hiser objective.

.' movmu:odlhmﬂdhahnghrmvmﬁonﬂm;tw

of competitive employment outside the facility or the next
tation program within the facility.

Mputoneoordimmﬂneﬂomddlpcruulnvolvodlnthemhahmutlon
IWPP are actually delivered. |
Objecﬁvumthemp-leﬁihwtothouhievementdamgod Statements
describing proposed change in a client's behavior which: (1) identify the kind of

behavior that demonstrates the client has achieved the objective, (2) describe the
conditions under which the behavioris 6 oocur, and (8) specify the level of

AN

' performance needed to be demonstrated in order for the bshavior to be considered

The target date is the date by which the objective is expected to be met. Target,
dates bedmuodlftnhdnzt:kulongert}mnexpoctodmd/ornewmhﬂns
meﬂ\odlneodtobedovelopod. ‘

hwnmguahmﬂnmphdlmtoﬂnowm Progrmgodnhouldho '
stated behaviorally and in positive terms (.e., wlutﬂncﬂontwmdomﬂwrﬂm

what helnhe will not do).
N
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'Mager, R.F., Preparing Instructional Objectives, Belmont, Californis; Fea;'op Publishers, 1961

SUGGESTED SOURCES FOR FURTHER INFORMATION

The following are references which may be valuable in pg*ovi(lixlg additional information useful for the
development of Ipdividualized Written Program Plans. ' S y

Houts, P. S.,‘ Scott, R.A., Quann, P., Lucaz;, D.G. Resource Manual to accompany Pennsylvania’s Model-f;r

Individualized Written Program Plan for Vocational Re-
habilitation facilities
Esser, T.J. Individualized Client Planning for Work Adjustment Services, Menomonie, Wisconsin; Mate-

rials Development Center, 1975_ A

Provides general information regarding individualized ptanninb including a suggested
formal. Also includes a_discussion on individunlized planning as an aid for improving

agency services .

Gibeon, D., & Stoddard, D.W:', General Task Analysis and Electmnica Assembly Training Manual,
- Washington, D.C.; The National Children’s Center, Inc., 1977

Provides highly specific information and methods regardirig task analysis, as developbd by
Mare Gold. Includes a detailed task analysis of an electronics assembly task.

Houts, P.S., & Scott, R.A., Goal Plamiing with Developnw}utally Disabled Persons, Hershey, Pennsylvania;
The Commonwealth of Pennsylvania, 1976 ) '

A basic text which gives detailed, animated steps regarding many of the aspects of the .

development.

Kahn, L., Reference Guide on‘lmgvidualizad Plans for Mentally Retardet and Developmentally Disabled

Persons, Nisonger Center, The Ohio State University, Columbus, Ohio, 1978 . . -

Useful guide for'undcv;atanding the relationships between the various federal r\ubulatt‘op‘
and aocreditation requirements . . . L

The granddaddy of texts on teacking using objectivet;. Attembts to explain the ins ands outa of

writing objegtives in a. light, '_mfrqahing style. . R

. - \
Parham, J., Individualived Program Planning with the Developmentally Disabled, Lubbock, Texas;
. Research and Training Center in Mental R&tardation; Texas Tech University, 1976

 workbook is designéd to be utilized with a videotape training kit available from the author.
The workbook by itself is quits informative. Particularly useful is the section on task
analysis which relates to the development of both objectives and methods.

C | A stap by step progedure for developing individualized program plans is presented. This

An Introduction to Individualized Education Program Plans in Pennsylvania, King of Prussia, Pennsyl-
vania; The Pennsylvania Department of Education and the National Resource Center of Pennsylvania, 1977

Provides relevant and specific information regarding the Individual Education Program,
with @ suggested format and instructions for its completion. Good guide for agencies
providing services to school u.m'ts._‘
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IWPP. Particularly useful is their use of & strength/needs chart as an aid for goal plan '.
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. INTRODUCTION

ifvolved inimplementing the Pennsylvania Model Individualized Written Program Plan.

It is also intended as a general resource in the area of individualized client plans,
“matter what format is used in writihg those plans. Many of the suggestions and
recommendations in this manual have come from agency personnel involved in .

+ developing individualized client plans as well as from nembers of the steering commit-
tee for the Pennsylvania Model Individualized Written Rehabilitation Plan. We would
particularly like to acknowledge the assistance of Robert Valentine, Gil Selders,
Dorothy Fulton, Linda Wilson, Nora Novitsky, Kieth Gardner, Isadore Salkind and Dean

Settle for their help in compiling this material. ‘

" This manual was developed to assist staff-of vocational rehabilitation faciliti::/

Some of the materials used in this workbook were selected from other traintng
manuals by Houts and Scott because of their applicability to vocational rehabilitation
facilities. Reproduction of all or parts of this workbook is encouraged provided that 1)
the source is acknowledged and 2) the material is not sold for profit.

This work is supported, in part, by a contract with the Office of Mental
Retardation, Department o! Public Welfare, The Commonwealth of Pennsylvania.

o Cobyright@ 1978 by Peter S. Houts, Robert A. Scott, Patricia L. Quann and -
Daphne G. Lucas. \
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2 Developing and Monitoring

Individualized Written Program Plans

.Interview prior to entrance into the program.

/. — '

* A Recommended Process for Developing IWPP's

This process is suggested for use in developing the first IWPP's 30 days after entering the

program, and for use when major revisions must be made in a client's program.
As stated in the introduction to the Model IWPP (pg. IV), deveioping the entire plan during the

. staff meeting “may prove to be a burdensome and time-consuming process.” If all staff are present fora

complete discussion of the client’'s needs, selection of neads and development of plans, a great deal of
staff time will be tied up in this process. However, it is possible to assemble and review a great deal of
information about a client and to do some initial planning befoge the staff meeting. It is also possible to
develop the tinal IWPP, including methods and materials, after the staff meeting, The staff meeting itself
is then primarily used to prioritize goals. Following is a description of a process in which much of the
development of a IWPP occurs before or after the staff meeting, and, therefore provides for a relatively

efficient use of staff time.

> - . . o
Each client should,have an overall goal (usually covering a 1-3 year time frame for long term
clients or the projected timb of placement for clients who are in training for competitive employment)

Step I.'."Rﬁiew of tPéﬂent’c Overall Goals

- which establishes a general dirgction for the development of all the client’s program goals. The overall

goal is defined in the model IWPP as a “long term vocational goal. It may be expressed in terms of
competitive employment outside of the facility or the next Higher level of rehabilitation program within

the facility.” =~

The referring agency (for example the BSU's MR Specialist and/or the CLA case-manager)

" should have developed a series of overall or long term goals for the client. Therefore, itis suggested that
- -the initial-step in developing the client's IWPP be tp meet with the referring agency and.review the

agencies' expectations for the client in terms of your program. This could be accomplished atthe intake
[

The critical areas to be reviewed at that meeting are:

1. The relevant client information available (see Model IWPP Checklist on pg 1).

2. What specific overall or long term goals are your program’s area of responsibility.

3. What other agencies will be working on with the client and their goals for the client.

4. What other persons (such as parents, friends or residential counselors) should be involved

in developing the client's plan.
The basic -objective of this meeting is to insure that you have a clear’ understandmg of the

referring agencies’ expectations and that you.reach an agreement on the client's overall goals. (The

overall goal should also be reviewed with and agreed to by the client.) This meeting should also provide

- you with some basic assessment of the client's skills and othé¥ relevant information.

This meeting can be the responsibility of administrative staff (e.g. rehabilitation/program
director) ot the client’s program manager.

-, i
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Step Il.: Pre-Statting Information Gathering and Planning

it is recommended that the relevant chient information discussed in the modal IWPY, be
developed and reviewed by members of the IWPP staff prior to the actual meeting. These staff members
should also review any information providod by tha referring agency; particularly the referring agencies’
long term or overall goals. A program staff member (or members) should be assigned to meet with the
client and with staff working directly with the client to develop an initial strangth list as well as suggested
areas for program goals.

~

. - " 4
Step HI.: IWPP Staff Meeting .
[ é
As a result of the interviews in Step |, staff will have already been invoived in developing the
client's program. Therefore, the time required to summarize the backgreund Information need not be
long. Time can therefore be focused on the selection of program goalis for the client.
It is recommended that, first, overall goals and the client’s strength list be briefly reviewed and
refined it necessary. The client'or his advocate should be askeg if thay have any additions or changes
< they wish to recommend. Discussion should then focus ah selecting and prioritizing the behavlors or
needs which will bs worked on to achieve the overall goal. Selection and prioritizing should be a group
process with all staff who are involved with the client participating as well as the client and/or advocate.
Next, appropriate staff person(s) shouid be assigned the responsibility of writing-up the IWPP
goal sheet. A decision ¢an aisb be made whether the entire statf wishes to review the IWPP goai sheets or
wheth® they should be reviewed only by the program manager and the client. Finally, a date should be
_ set for when the plan should be written.
Foliowing Is a chart of this process and a delineation of individual responsibilities.

4
\
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DEVELOPING INITIAL I.W.P.P. FLOW CHART

Pre-Meeting

-

Meeting

1

Writing Of Plang
(after the meeting)

-3

Follow-Up

Rehabilitation
Director
or
Program
Manager

1. Assign person to meet
with referring agency
on client's overall
goals.

2, Assign person(s) to in-
terview client and staff
and assemble tentative
S/N list.

3..Set meeting date.

A

1, Lead meeting
a. keep on time
b. insure everyone

participates.
2. Make assignments to

- plans.

3. Keep records of decl-
sions and respon-
sibilities.

write and carry out.

1. Check to be sure that
plans are written.

2. After plans are written,
review plans for com-
pleteness, clarity,
client involvement, etc.

4. Write

1. Keep records of who is .
responsible for each

goal.

2. Give continuous posi-

tive recognition for
effort on.plans.

3. Convene periodic re-

views of progress.

progress sum-
maries for each IWPP
review.

1. Review ' background
client information. .

2. Participate with other

staff assigned in pre-
paring initial' S/N fist.
a.contact other.neces-
sary people i.e. parent,
other programs serving
client etc.

1. Review relevant back-
ground information.

2. Review Initial strength/

need list.
3. Help refine S/N list.

4. Participate in o\sloctlon

. of program goals.

5. Accept assigned re-

. sponsibllities to write
Wnd/or carry out plans.

1. Develop plans with
client and with other

staff working with

client.

1. Carry

out respon-
sibilities as stated in
pian. .

2. Adjust plan when re-

quired. *

3. Record po'rformance of

client’'s progress.

Client

44

1. Participate in develop-
ment of S/N list with
both program and pro-
duction staff.

. ment of S/N list.

2. Participate in selection
~ of program goais (if
represented by advo-
cate, goals must be ten-

proves).

1. Partlclbato in refine-

tative until client ap- -

3. Agree to accept re-
sponsibiiities 'in plan. .

1. 1f the client was not at
meeting, approve or
disapprove goals. N

2. Participate in develop-
ment of plans.

1. Carry

out respon-

sibilities in plan. . -
!

2. Particlpate ,in adjust-

ment .6f plan if neces-
sary.

3. Participate in IWPP re- A5 |

view meetings.

]
: .
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SUGGESTIONS FOR PRIORITIZING PROGRAM GOALS

Prioritizing needs can be a difficult process when the client has many,

interrelated needs. This task becomes more manageahle when the long term'or overall

. goals are set first. Then specific needs can be examined in terms of their contribution to

achieving overall goals. Availability of resources to work on a goal shouid also be

considered as well as dealing with crisis situations which intérfere with work on

posi§ve, long term goals. On the following pages is a discussion of these criteria and
how they can be applied in priortizing client needs.

A

QUESTIONS TO ASK IN PRIORITIZING
CLIENT NEEDS

1) Will fulfilling this need céjﬁtribute tc achieving the overall client goals?
a) Is there a direct relationship between this goal and the client’s overall goal?

" b) Is fulfilling this need a pre-requisite for goals which contribute directly to the
« overall client goal?

2) A.re staff and resources available and committable to working on this need?

- 3) Will meeting this need resolve a crisis which will allow the client to resume work on
positive goals? These include:.
a) Personal crises where the client needs’ special help to regain stabillty (being
arrested, fqmily crises, psychotic episode, etc.)

b) Behavlors which, if continued, threaten continuance in a program necessary for
achigving overall goals.

cef viors which threaten the safety of the client, othdr clients orastaff

Let's talk about these ideas some more

IS THERE A DIRECT RELATIONSHIP BETWEEN THIS GOAL AND
v T THE CLIENT'S OVERALL .GOAL? '

. Q : .

This should be the main criterion for selection of needs. There should be a
clear, logical relationship between most needs and the overall goals. Furthermore, it
should be possible to judge, after looking. at an overall goal which program goals
should be underway.




EXAMPLE

Catherine is a client in a sheltered workshop and her overall goal i8 placement in compatitive
employment. The statf felt that, it she accomplished three shott term (program) goals, she could bo
pllood

They were:
1) A production rate equal to the rate in competitive employment.

2) Satisfactary job interview skills.
3) Reports to work on tlmo for 20 consecutive work days.

Each of these. gonla has a direct, obvious rolatlonshlp to the ovorall goal of achieving competi-

~ tive omploymont
B

IS FULFILLING THIS NEED A PRE-REQUISITE FOR GOALS WHICH
CONTRIBUTE DIRECTLY TO THE OVERALL CLIENT GOAL?

[ XY

Some needs do not directly contribute to the overall goal, but are pre-
requisites for other goals which do conthibute directly. Therefore, the pre-requisite
" goals must be worked on even though they may not appoar at first, to relate to the

overall goal.

[\ A .
' EXAMPLE ¢

John is a client in a aholtorod workshop. Both John and the staff feel that he Is ready for

placement in compotitive om ﬁloymont However, John's mother is opposed, féeling that John cannot

take care of himself. The staff and John therefore set-a short term {program) goal fqr John to take his

- mother ¢o several community activities, in order to ahow her how well he can do things on hisown. It is

hoped that, when this goal is achleved, that his mother will agree to a Job placement. This goai was a
pro-roqulalte for the later goal of job placement '

,{'

. ARE STAFF AND RESOURCES AVAILABLE AND COMMITT. ABLE
| ) TO WORKING ON THIS NEED?

.

Feasibility must always .be considered in selecting goals. However, it is
important not to start with feasibility. Instead, we should start with the ¢lient's needs
and look for feasible strategies to meet those needs. If our resources are limited, there

. are three options:

»

1) utmzlng bxisting resources ln-creatlve innovative ways

2) making goals smdller to make thq;inltlal steps feasible e i

-

3) deferrlng work on a goal untll resources are available. '\\

_ Tho above three options should be considered in that brder We should mfwe '
- from #1 to #2 only after possibilities in #1 are exhausted. We should move from #2to
- #3 only after posolbllltlos in #2 are exhausted -




]

EXAMPLE

Bill works at a sheltered workshop. He has been there for eight waoks dnd stat! are hopetul thal
he can, eventually, (]ll‘«'lll'y tor placament in compatitive employment However Bill had recently gotten
into trouble with the local police and statf were concerned that this would ruin his chances for obtaining
a regular job. The social worker had learned that Bill's police problems stemmed from being invoived
with a group of "'toughs’ in the evening. The staff feit that it was very important to get Bill involved in an
organized leisure time program to keep him away from the "toughs’. However, the sheiterad workshop
had no such program and, because they were in an isolated rural areq, there waie no other programs
where Bill could be referred. Atter much discussion, staft came up with several creative approaches. 1)
They would give Bill work to do at home In the evening, 2) A volunteer would teach Bill to mow lawns §o
that he could look for evening work, 3) The soclal worker would contact Bill's parents and minister about
giving Bill some regular responsibllity In church ‘activities, 4) One of the employees at the sheltered
workshop had good relations with some of the ‘toughs™ who were involved with Bill. He said that he
would use his influence to have them keep away from Bill. By starting with Bill's needs and then |ooking
for feasible strategies, the staff were able to be very creative in their approach to Bill's problems. !f they
had started with what programs wers available, they would have bacome discouraged and done nothing.

CRISIS MANAGEMENT

5,
L4 .
By,

Statf must respond to crises. If the clie;\t's behavior threaténs the safety of himsel{or others, or if -

problems occur which threaten work on overall goals, staff must act. However, it is #ssential that crisis
management not destroy commitment to overall goals. The primary commitment of staff must be to
developing client-strengths. Crisis management must be secondary to that. ,

There arg several strategies to insure that crisis .nanagement does not displace positive

planning and, if possible, supports it. . .

1) There should be as much preparation and planning for *'crisis’ plans as for regular plans. The time
requited to develop a thoughtful plan can help in providing perspective on a crisis. Furthermore,
consultation among all staff working with a client helps to insure that crisis plans are integrated into

other, positive plans with the client.

2) Crisis plansihould have short target dates. This will insure frequentreview for need and effectiveness.

+ 3) Goals for crisis plans should be stated positively. Thatis, they Should state what the client will do right,

rather than what he or she should stop doing that is wrong. Positively stated goals are important for

~ two reasons. ' ' )

a) Positively stated goais help the client to understand that staff wish to help him or her. When the
goa| is stated positively, the client does not fesl blamed or attacked. Furthermoré, he or she feels
that the staff are trying to help him work toward a positive goal. S .

b) Positively stated goals help staff to develop creative strategies for working with the client. This is
because, when statf beacome preoccupied with what the client has done wrong, it leads them to
remember other things that the client has done wrong and reasons why “nothing hasworked." Asa
result, staft frequently fesl they are at an impasse when focussing on negative behaviot. Instructin
staff to focus on what they want the client to do instead of the problem behavior, helps them to se
the situation from a new perspective and helps them to see how they can use rewards to develop
positiyfe aiternatives to the problem behaviors. . '

4) Crisis plims should make maximum use of client strengths. By utilizing what the clientcando wéll, by

including the client's likes and preferences and by utilizing the client’s resources such as family and*-

friends, crisis plans are more likely to be positive growth experiehcgs for the client. The more support
that Is included in.the pian, tha greater the chances of the plan succeeding. Furthermore, the more
strengths that are utilized, the greater the chance that crisis plans will become interrelated with other
positive client programs which utilize strengths. N :

“Atore detailed doséripiloﬁ' of strategies for dealing with problem behaviors see Houts and
Scott Goal/ Planning with DoVoIopm_ontaIIy Disabled Persons, as well as pages 76-109 of this workbook.



Vot

The present method being used is that when thess outbursts occur Charles is sant home and not allowed .

EXAMPLE
Charles is a chent who 18 profoundiy retarded and also emotionally disturbéd. He has been a
chient in a work activities center for 3 years. He s considered to be one of the most dithcult chonts Ha
becomes quite violent on occasions’and will start throwing objects, kicking and screaming. These
outbursts usually occur when his work assignment is changed, or when there is any change in his daily
routine. Recshtly his assignment was changed and during his outburst, a floor supervisor was seriously
injured. Charles had pushed her, and she hit the work table injuring l}er spine. Her injury may require
surgery 1o correct. Staff were quite upset about this incident and felt strongly that some action must be
taken to control Charles’ aggressive outbursts. Miss Jenkins, Charles’ proﬁam manager, was asked to
convene a meeting to deal with this crisis.
Miss Jenkins had been Charles' program manager for the last year. Before this she had been his
work supervisor. Charles has a good relationship with Miss Jenkins and she had been successtul in
persuading him to accept changes in work without emotional outbursts. She feitthey were beginning to
make some prograss in teaching Charles basic skills and did not want this crisis, severe as it was, to
destroy the progress they had made. Their overail goal for Charles was Long Term Sheltered Employ-
ment. Oné of the goals staff are working on with Charles is to "accept change without bacoming violent.”

to return to the center for several days. Miss Jenkins wanted to continue working toward this goal butto
change the method to use her relationship with Charles and become directly involved in the work floor
daily. The following steps were involved in developing a plan to deal with this crisis.

1.

. STEP

MJss Jenkins set a meeting for 1 week after
the incident.

. Miss Jenkins interviewed all involved staff

before the meeting to obtain their perspec-
tive and ideas.

. When the meeting began Miss Jenkins re-

viewed the positive plans aiready underway
with Charles. She also reviewed his strength
list, pointing to a number of strengths which
could be used in dealing with this problem.

. Miss Jenkins defined the first group task as’

establishing the positive behaviors they
wished from Charles which would result in
minimizing the chances of asimilar incident
in the future.

. The group came to the conclusion that

Charles' aggression toward the fioor super-
visor was probably due to frustration. They
also feit that the plans aiready in place to
help him learn how to accept change with-

out violence was the bast goal to prevent -

future incidents.

. It was decided to continue the pros,ont plan

to send Charles home if he had an outburst,
but to add to the plan that he should go to

~Miss Jenkins whenaever he feit angry. This

would utilize her ralationship with Charles

“and would give him a positive slternative to

oxploding omotlomliy

COMMENT

A}

By setting a definite date, statf felt something
was being done. By putting the date a week
away, there was timé to develop a full under-

standing of’ the situation and to allow feslings

to subside.

AN

Statf felt involved in the program development.
Ina1to 1interview Miss Jenkins could explain

“her interest in maintaining Charles’ positive
programs. She could also obtain a wide range

of options from the people who knew Charles
best.

She focused attention on Charles’ broad needs
tirst to insure that the crisis wase seen in

context.

By having the staff focus on developing posi-

tive behaviors she kept them away from punl-

tive, negative approaches.

The crisis problem was seen in the context of
Charles’' broader needs and of plans already

underway with him.

\

The result was even more support for positive
plans rather than competition or interference
with those plans.

()

1



Suggestions for Writing Progress Notes

An effective progress note systenis nportant for both eftective chent programming as woll as
meeting documentation requirements. By having regular progress notes new staft can quickly pick up on
. client programs when there are absences or when staff leayg. Progress notes can also serve as ways for:
- staff and clients to receive recognition for what they are accomplishing. By putting down, regularly, what
has been achieved in a period of time, chents and staff have something tangible to demonstrate then
accomplishments.

’
L 4

Two Types of Progress notes |

1) On-going record. Performance notes are frequently kept as a continuous record of progress.
Notations can be made at any time, frequently as often as daily. Charts for checking oft daily
performance as.well as narrative notes are used in this type of progress note. Thistype of note should
be located with the staff carrying out the plan. Frequently they are kept on the back of the goal plan (as
in the example forms in the Pennsylvania Model forms). '

2) Notes from perlodic reviews. Regulations require that, at certain intervals which vary with the type of
program, the client's program will be reviewed by either the interdisciplinary team or the program
manager. At the time of these reviews, a general statement about the clientshould be entered intothe
record. This statement should include a summary of progress on each goal as well as general
statements about the client's condition. These notes are usually kept by the case manager in a cenjral
file for each client. Space for this type of note is provided on the back of the cover sheet ih the
Pennsylvania model forms.

Strength/Need
Interview Guide

A Strength/Need list is an excellent way to summarize information needed in developing
individual client plans. The strength list includes the client's likes, important skills which he or.she has
and resources available to help in his or her plans (e, g, interested family or friends.) The strength listis a
resource list for helping the client reach his or her goals.

The needs list is a list of possible goal areas. it includes areas where there are important deficits
as well as areas where strengths should be further developed. It is important that needs’ be stated
positively, that is, stating what the client should do, instead of what he orshe should stop doing. Positivé
phrasing of needs helps to establish a positive relationship with thg client for dealing with problems (see
pp. 10 and 76 for further discussions of this issue). ) : "

Ji An interview guide, such as the one on the following pages, can remind staff of the range of

]

:nformation which can be included in such lists. Furthermore, by having the questions written out,

Inexperienced staff or staff without formal training can collect much of the information required. These
questions are intended as a guide, to be adapted to the facility and to the client interviewed.

90



USE OF STRENGTHS IN DEVELOPING PROGRAM PLANS
THE CLIENT SHOULD PARTICIPATE AS MUCH AS POSSIBLE IN EACH OF THESE STEPS:

1. List the client’s strengths
(what he can do, what he likes Strengthy Nesds
to do and others willing to help) and his Akl ‘“w“"'“ y
needs. State needs positively. That is, Aawn ppd | s
say what the client will do instead of what | 4% |~ N
_he won't do. Say ""Robert speaks loudly Yot
enough to be heard’’ instead of “stops v 2.
mumbling”’.
Strengths  Needs )
2. Choose a need which is important e b | g
" to the client. This should be a need “'"';"" :t’:
where you fesl you can make progress. g go | v
o o
_— At b
}‘ »
oaches Y
3. Now make a naw list of approaches Strength  Needs sap:'lm To H:l'::
you can use to help meet the need. . | wwass [aawsr | | Moot The Need
First, raview sach strength on the Ling 24 | agq punr are b
list for ideas. Then jot down as M o
many things as you can think of. v dpw & A 4
MpAB 4
4. Choose one approach that you - A
feol would be best. This may Strenaths Moo g:::u::o:gs ESI:
be a combination of several s nmnnd BT o e o
“ things on your list. Keep this * ynird Fveretl B R0 ASHEA
list in cass you need to try N P
_another approach later. o e Mt AP ’
6. Write a program plan t;aing small Strengths  Needs Approaches You
objetive, clea (behavioral) Urowvn | gien Meet The Nesd”
anguage and target dates. ol o
guage rget dates frgil ::‘ - WA e s
. L el T "‘“‘"' +
o . M#’ )
/ maee 4y AQAL N Yoy
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EXAMPLE QUESTIONS FOR DEVELOPING A STRENGTH-NEED
LIST FOR DEVELOPMENTALLY DISABLED CLIENTS

FOLLOWING ARE EXAMPLE QUESTIONS WHICH YOU CAN ADAPT TO YOUR FACILITY AND TO THE
CLIENT YOU ARE INTERVIEWING, THE STRENGTH-NEED LIST CONSISTS QF INFORMATION
LEARNED FROM INTERVIEWING THE CLIENT, FROM STAFF OBSERVATION OF THE CLIENT, FROM
SOCIAL HISTORY DATA, FROM TEST RESULTS AND PHYSICAL EXAMINATIONS.

) STRENGTHS NEEDS
(What the client can do, what he likes to do and (State these pasitively — whatthe client should
other people who are willing to help as a re- be doing.)

source in carrying out plans.)

\ . SPECIAL INTERESTS AND ACTIVITIES

(Select questions from these lists which are appropriate for this client and add
questions which you.feel would be helpful.)

~
Questions for cllent (If he can speak) Qusstions for cllent (If he can speak)
What do you like to do? What is fun for you to Would you like to do (Items from the strength
do? , ligt) more?
What do you like to do in the evenings or on Is there something you always wanted to do?
Saturdays? : ,
/ Here are some things that you could do (list
Do you like any special gports or games or TV recreational activities at the facility or in the
programs? What do you like about them? community). Which would you llke to do?
Do you like any of thor things (suggestions |
from staff who work with client)?
" Questions for staff Questions for staff -
From your observations ‘of the client, what When is the client happy? What does he ask to
does he/she enjoy? When is he/she happy? do? What activities does he enjoy? (Ask as
many people as possible who work with the
What has the client told you that he/she likes to client.)
do? ' ’

What actlvities do statf feel the client would
enjoy doing more?

(Solott questions from these lists which are appropriate for this client and add
questions which you feel would be helpful.)

{Continued on next page)
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STRENQGTHS

54

NEEDS

for cllent (i he can speak)
What do you like to do with your family?

How does your family help you? Who in your
famiiy is especiaily heipful?

Who is your best friend? What doyou like to do
with him/her? - .

Who likes you?

. With whom do ydu ilke tb do (cilent's fworlto
.O“V“Y)? . . / "

qmmmmn : /

" Are any family members lntorostor‘ in the °

client? To what extent are they involved with
the cllent? Would any family members help
with goal plans? .

Who are-the client's friesnds? Who likes the '
" client? Who does the cljent like to be with?

Which of his/her friends wouid heip the client?
Who is a good Iﬂuonco on the client?

Who does the client like to work with?

Famlily And Friends

ne for the client (If he can speak)

What would you like to do more often with your

family?

Wouid you like to get aiong better with some
people in your famiiy? is there anything you
would like to change in your family?

Would you like to have more friends? With
whom would you like to be more friendly?

Would you like to share your interest in
(client's favorite activity) with someone? Who?

Questions for staff

What can be done to involve the family morein
the client’'s program? {hat could be done to
improve relations between the client and his

famw

Does the client need friends? Which clients
would like to be more friendly with him/her?

Would the client be happier or work better if
he/she worked with certain other ciients?

Could the client benefit from sex oducatlon?
Does he/she need help in relating tothe oppo-
site sex?

Religion And Values

Queetions for the ollent (If he can speak)

Do you go to church? Which church? .Does
your church have recreation programs? Vs

-~ Who at church has holpod you? Whom do you
like there?

What makes you prbud? n

Whom wouid you like to be like? Why? -

. Questions for staff

~—Doas the client 50 to church? Is there anyone

atchurch who helps with the cilent's program?.
When is the client proud? /

Whom does the client admire?

Ot‘muomlormoclhnf(ﬂhoeanw)

Do¥ou want to do more things atyour church?
What things?

What would make you feai more proud?

Queations for staf!

What could be done to make more use of tho
client's church in his program?

What could be done to make the client more
proud?

(Select questions from these lists which\are appropriate for this client and add

. ,.'..
A R FA

questions which you-fesl would be helpful.)
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STRENGTHS

NEEDS

Occupatlon And Education

mmmanm(mnmm)

What jobs did you have? What did you do?

What were you 990(1 at on your job? -
What kind of work do you like here?
How long c;ld ybu go to school?
What did you like about school?
What were you good at In school?

Do you go to ochool now? What are you
studylng?

" Questions for steff

Include dita from client's job an& school re-
cords about his accomplishments.

Include datg from work skills tosting.
What ré:oea the client enjoy?
' B

What jobs Is he good at?

awoﬂomlorundhm(rllnun speak)
What type of work would you like to do?

What kind of a job would you like to get when
you leave here?

Do you want to go to school? What would you
{ike to study?

Here are some jobs (list jobs that the client
would be able to perform) Which would you
like to do?

Here are some jobs that you could have when
you leave here (list feasible occupations for the
client). Which would you like to have?

Queetions. for stalf

include data on educational and job skills
which the client lacks. (only.include areas
where this facility can reasonably hel
client to Improve.) This information should
come from past history, test scores and obser-
vations by work supervisors. .

&

nuctlon To Staff And Program

Questions for olient (if he can speak)
What do you like about this place?.
Which statf d<'> you especially like here?

Which staff have been most helpful to you?

amodoml'ormﬂ

Whijch staff get the bost response from the
client?

What aro the most oﬂoctlve wayi to work wlth
this cllont? _

o
.’ ; . ot -

auuUOmforthnt(Mhooanupuk)

What cAn staff (or name particular staﬂ) do to
help you more? ' '

Is there anything that you do not like about this
place? .

Questions for staff
What could staff do to get a bottor response
. from this cllent?

What programs would this clisnt espoclally
benefit from?

Could the glient's t‘amlly or other outside per-
sons help more in supporting this program?

. (Select qu«tlons from thou lists which are abprop;lato for this cilent and add
quutlono v(hlch you-fesl would be holgul')

»

L ]

(Oonﬂnuod on next page) ‘ Q 5
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STRENGTHS

NEEDS

Mental Status

Questions for ollent (if he can speak)

When do you feel good? What makes you feel
happy and cheerful?

When are you in the best mood?

Queestions for etaff
Include results of psychological testing and
interviews which indicate the client's

psychoiogical strengths.

When is the client most happy? When is the
client most cooperative? When does the client

think most clearly?

e~ "

Questions for client (if he can speak)

What can staff do to help you feel more cheer-
ful and happy?

Questions for stalf

Include results from pyschological testing and
interviews which indicate areas where the -
client needs to grow. (only include ngeds
where this facility can reasonably help the
client to improve). ' ’

Suggestions fromstaff who work with the
client about behaviors which the client needs
to control or change.

Physical Condition

Include results of physical examination and
health records which indicate areas of health
or physical strength for the client.

Include results of physical examination and
health records which indicate client need. This
should include. heaith problems that staff
should be aware of as well as medications and
other prescribed treatment.

This category Is for observations and questions which do not fit into the other

categories.

¥
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Suggestions For Streamlining Papsrwork

¢

Several different areas in the manual focus on efficient implementation of L.W.P.P. (see
pages 2-4, 12, 56-59). In addition to these ideas, we suggest the tollowing ways of reducing paperwork.

1. Don't write something twice if you can copy it: use carbons, zerox, etc.
2. Keep coples of plans to use as models or for ideas on how to develop methods.

3. Try to write in the progress performance notes only for those things which reflect progress on
the ciient’'s plan. ’

4. If you're using a daily check sheet for client progress, ask whether the client could be
responsible for checking off his accomplishments rather than staff. Staff can resgond to
client initiative more easily than they can initiate actions toward clients. ‘

5. Abbreviate; use clear uncomplicated language.’

6. Use a “tickler file” (where items are filed by the date they are to be reviewed) to remind you of
review dates. Since the requirements for review differ depending on a client's program
assignment, a tickler file system can reduce the confusion and difficuity in keeping track of
review dates. A simple card index file with the client's name and review date, arranged
chronologically, will allow you to be #re you meet each necessary review.

7. Use the telephone to make contacts with parents.and other agon?:'les on theclientplan. Then
note the contact briefly in client's progress note.

- 8. Don't keep records of thingsyou don‘t need. Always ask why you are keeping the information,

and whether you really need it. :
~ *

Writing Clear, Bohgvlonl Goals and Objectives

" Center in Mental Retardatioh, Texas Tech. University, 1876, .

1 o
L4

It is essential, if the client and other staff are to understand our plans, that we be clear and
specific in stating our goals. One of the best ways to be sure our language is clear is to pretend you were a
new staff person who is reading the goais for the first time, Ask yoursalf, “Would | know when this goal
was achieved?” If the answer is “'no," ask yourself, ‘‘What would the client be doing that would show me
that the goal has been reached?” ) _ | . f
On the following pages is a discussion of some common questions asked about writing goaisas
well as examples of vague goals re-stated in bshavioral terms. On page 27 is a list of the-vague terms that
commonly octug in records as weli as examples of how they can be re-stated clearly. This Is often a good
exercise in trainiliyg staff: to select vague torms‘rom their records and have them practice re-stating them

material on writing behaviorai objectives is taken from the training. manual Goa/
Pianning with DevelOmimentally Disabled Psrsons by Houts and Scott. Other training materials on this
topic include: Mager, RJ_-'., Preparing Instructional Objecdtives, Beimont, California: Fearon, 1961, and
Parham, J. Individual Progrem Planning with the Developmentally Disabled Research and Training

56 .
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THERE ARE LOTS OF WAYS TO WRITE

GOALS. WHICH ONE 1S BEST?

€

THE BEST WAY IS THE CLEAREST.
LET ME SHOW YOU SOME GOALS

THAT ARE NOT CLEAR.

w
-4




*Robert should control his
e o conovenr,. acting out”

DOES IT MEAN FOR ROBERT?

<

OH. THAT'S EASY. INSTEAD OF ALWAYS -
FIGHTING WITH HARRY AT THE WORKSHOP,

ROBERT SHOULD WORK COOPERATIVELY
WITH HIM.

/\ . (
WELL, THAT'S BEAUTIFULLY CLBAR.
WHY NOT JUST SAY THAT?

) . . ‘"

OH, | SEE. JUST SAY WHAT HE WILL
DO WHEN HE CONTROLS HIS “ACTING

' / o ouT.”
\/\Gg, -

YES! THEN EVERYONE WILL'-KNOW

WHAT YOU MEAN.  ° | ” )/t




“Robert should develop
an awareness of his
srasssssiavo.  potential’

WHY NOT? JUST SAY WHAT ROBERT
WILL DO WHEN HE DEVELOPS THIS
AWARENESS.

YOU MEAN SOMETHING LIKE, “HE
WILL LEARN TO TIE HIS SHOE LACES
OR FINISH A BIRDH®USE IN
WOODSHOP."?

THAT'S RIGHT. JUST GIVE SOME
EXAMPLES OF HOW HE MIGHT ACT
WHEN HE HAS THIS "AWARENESS".
THEN HERS CAN ALWAYS SEE IF
HE HAS MADE PROGRESS.

' COWRY
0 - Y




“Take Robert to the
“pursaceamcon o WO rkshop every
- day”

BUT WHOS% BEHAVIOR? -

Pt

.4

/ THAT'S THE POINT! THAT GOAL
- ISNOT FOR ROBERT.

!
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HERE ARE EXAMPLES OF HOW TO RE-STATE VAGUE GOALS

>, _ INTO CLEAR, BEHAVIORAL GOALS.
.(
Vague Goals Clear Goals
" 1. SOCIALIZES LESS 1. Robert talks with his fellow'workers about’
, - non-work things only during breaks.
é. RESPONDS ADEQUATELY _ 2. Robert answers questions in a voice that \
can be heard by the questioner.
3. DRESSES APPROPRIATELY ' 3. Robert rips his fly after going to the
) bathroom.
4 bEvELops HIS POTENTIAL 4. Robert works at ¥ the rate of competitive
’ omploymont
5. IMPROVES HIS PERSONAL HYGIENE 5. Robert takes a bath twlce a weok.
6. DISPLAYS APPROPRIATE BEHAVIOR 6. Robert shakes hands when introduced to
. , strangers instead of hugging them.
: . 1
7. BECOMES LESS DEPENDENT UPON 7. Robert gets new work when his supply has
OTHER PEBOPLE : run out. He does this without being told.
8. ASSUMES MORE RESPONSIBILITY FOR 8. Robert comes to the workshop on time
ATTENDING HIS PROGRAMS _ every day without a member of his family
. ) traveling with him,
9. SHOWS IMPROVEMENTS IN RELATION- 9 Robert works cooperatively with other
SHIPS WITH OTHER PEOPLE : workers with only one argumont por day.
- 10. DEVELOP. EGO STRENéTH. 10. Robert refuses to do favors for other ollenta

who order him around.

.f.“

‘ .

NOT! FEMEMBER TO STATE GOALS POSITIVELY. That is, say "“Robert will work cooperatively with his
co-workers" instead of “Robert will stop fighting with his co-workers.” This can help us to think
positivaly when working with Robert. it will aleo show Robert that we are worklng with him instead -
.of lgllnlt him.

T
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Self Surveys: a recommended process for monitoring IWPP's and preparing for licensure

It is the responsibility of the service agency to insure that the |. W.P_P. process is a meaningtul
one. No outside survey groups can monitor in sufficlent depth and with sufficient frequency to know this.

‘It is therefore essential that each agency develop a method for insuring that client plans are meaningful* -

and effective. This can be done through self-surveys by supervisory staff, or through a formal self-survey

committee. in either case, focus should be on the quality of plans as well as on filling out forms correctly.
The style, or manner in which these self-surveys are carried out can have important etfects on

clients. When surveys are done in a positive, supportive manner, they reinforce staff's commitments ta -

achieving positive client goais. When they are done in a8 negative, punitive manner, they encourage a
defensive attitude on the part of front Iino staff and on ‘'not doing anything wrong" rather than *‘doing the
best job that one can."

Self survays can serve another purpose as well: preparing for accreditation or licensing surveys.
There are several advantages to incorporating accreditation or licensing requirements into the self
survey: 1) staff are more likely to view the survey positively, i.e., as a way of helping them to meet these
external requirements, 2) meeting requirements can be a gradual process (add a few more IWPP's a
month) instead of a rush just prior to survey time. By implementing the IWPP requirements ‘gradually,
quality rather than quantity can be emphasized and the client will be the beneficiary.

Conduct Of Self-Surveys:

Self-Survey Committes

One-method for implementing a monitoring system can be to develop a self-survey committee
within each agency. This committee can be composed of both program and production staff as well as
administrative staff and board members. Advantages of this approach are that tront line staff can receive
recognition from top management and top management can learn from direct service staff what is being
accomplished with individual clients. Information about individual client programs can be especially
helpful to administrators, allowing them to see the effects of programs on individual clients, rather th
aggregates and heiping them to identify administrative actions which they can take to 8upport respon-
siveness to unique Individuality of clients. \

sw-burny by Supervisors

" Some facilitigs have assigned self-survey responsibilities to supervisory staff. It is important that
supervisors monitor programs other than their own. This avoids “conflict of interest” pressures on the
reviewer. By reviewing programs other than their own, supervisors often learn how to better cooperate
with other parts of the agency as well as new ideas which they can apply in their programs.’

Steps In carrying out survey

- On ths following pages is a discussion of the steps involved in carrying out a self survey in a

.positive, constructive manner as well as example forms for use in such a survey.
L \\ .

\
\
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Jv.

Fi RST Make expectatlons
clear in advance. .

1) Announce, at a reasonable time in advance when the review will
be done.

2) Explain exactly what will happen during the review. Give the staff |
a copy of the forms you will use in writing up the review. !

3) Answer any questions staff may have about the review procedure.

4) Agree on how many clients’ programs can reasonably be ready
for review by the date chosen. This should be a mutual decision
between the reviewer and the staff being reviewed. This should
be a realistic goal which allows for quality as well as quantity.

- 5) Beontimeand adhere closely to’ the procedures that were -
announced in advance. *

SECOND Randomly select
| 'cllents to be revuewed

1) At least two clients should be selected per unit and allow 30
minutes per olient selected.

2) From the pool of clients that was agreed would be ready for
review, randomly select those cllents Yyou are going to revrew

~8) Inaddition to those you have c_hosen. you shourld allow the staff
~ to select a client of whom they are especially proud so they will
have an opportunity to show some of their best work.

64
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THIRD: Review the clients’
records to understand their
backgrounds, what has been
accomplished to date and
what staff are trying to
accomplish. -

In reviewing the records, the following questions should be asked:

a. Is the background data adequate? Requirements for background data will
vary from facility to facility, but your concern should be in whetheryou have
enough information to judge the appropriateness of the goals chosen. A
strength-need list is very helpful in making these judgments.

b. How many plans are there for each client? The numbér of goals per client
will vary with each facility. In general, it is better to have fewer goals that are
being seriously carried out than many goals that are only superficially
attended to.

c. Is the language clear in the plans? Was behavioral language used in
describing the goals? Was client behavior in the goal section and staff
behavior in the method section? Were specific staff named as responsible -
for each method? ¢

d. Are there target dates for each goal? Itis essential that there be a target date
_for each goal being worked on now.

.23




FOURTH: Interview the
‘client and staff working
directly with him.

You should see first hand what is happening with the client. To do
this you need to see him, talk with him, and talk with the front line

staff who work with him on a day to day basis. Inthis interview you

. should determine: p

1) Was the client maximally involved? Did he participate in choosing
goals, was he given choice in the plans, were the plans explained
“to him? If the client could not actively participate, did the staff
include his likes and wants in the plan?

2) Are the goals meaningfut for the client? The staff working with
the client are in the best position to judge this. If you are
experienced in working with similar clients, you may have some
suggestions for them to consider. However, the final decision
is always up to the people working directly with the client.

3) Do the written plans accurately reflect the client’s program?

FIFTH: Give the staff feed- .
back on their program -
emphasizing their positive
accomplishments.

~ Always begin feedback by reviewifig-what is good about their program.
This should be part of the written report. It should be clear thata large
percentage of what is being done is being done well. If possible,. |

staff should feel that the review was a chance for them to show off .
what good work they are doing with clients. We find it helpful to make
up a staff strength-need list just as we do wi}-h clients. ‘ ‘

w 66




SIXTH: Arrive at a consensus

with the staff on any
~ improvements to be made and

when they will be made.

It is |mportant that proposed changes be accepted by both the staff and the
reviewer. Together, you should agree on a series of feasible target dates for
accomplishing these changes. The staff being reviewed should have the oppor-
tunity to put their views on the evaluation form.

If only part of the clients have completed IWPP’s, you and the staff should also
agree on reasonable target dates for increasing the number of clients with IWPP's,

SEVENTH: Be sure that staff
are clear on all aspects of the

“review and on what will be |
done with the review.

”

All writing should be completed before leaving the area. A copy of the
" report should be left with the staff. Be sure that all their questions /

are answered and be sure they understand what will happen following

the review. If possible, the next review date should be set before

leaving. .

X,
6% . N~
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SAMPLE LETTER EXPLAINING PURPOSE OF SELF-SURVEY

-~

-

o

Dear

There will be a review of LW.P.P. in your area on (date). The reviéwers (ﬁamqor names) will be at i
! your location at (time). As agreed previously (number) of your clients’ plans will e available for review at
“that time. . . v . ) ' .

* This review Is primarily aimed at recognizing your staff's positive accomplishments with clients.
The reviewers will want to interview several of your clients who have |.W.P.P.’s They will also want to talk
to the staff working directly with those clients The reviewers will want to look at the records you have for
those clients to obtain background and to be sure that you are recording programs to show-your
achievements. Clients will be chosen randomly for review. In addition, you can designate one clientto be -
included in the review. . ' ) » .

Your staff will have an opportunity to expres's their views about the i.W.P.P.'s and these will be -

recorded as part of the review. Atthe end of the review you and the reviewer wiil jointly agree on any gdals

to improve or.expand the LW.P.P. s -

——

- Copies of the procodui'.o‘ls and forms to be used in'i-thl's review iro attached. If you have ahy >
questions about the review, please contact me at (telephone number).

¢ /
/
. v .

Slhcerely, .

Enclosures (2) | o
Unit Réview Form -y ." o
: _Individualized Client Review Form. .




CLIENT PROGRAM REVIEW FORM*
(To be filled out for each client reviewed) e L

PROGRAM:

GLENT'SNAME: . .

STAFFINVOLVED IN CLIENT PLANS:

(circls names interviewed)

1. Backgroupd Deta : 1 | ~
+ - Is background dita and relevant client information, ihcluding strengths adequate to understand the
.cllent's psogram? Thls should Includp social, vocatlonal educational, medical and psychologlcal

data.
Comr‘ner\m; A
S 2. Staffing Summary o
& Was the initial IWPP completed within 30 work days of the client's admission
into the facility? _ _ o _ “YES NO
¢ b. Is there a program ggsignment? (Evaluation, Work Adjustment Training, Work - )
Activltles Center, Regular Work Program, Occupational Tralnlng) ’ YES___ NO__
" c. Has a program manager. beon-lc_lenti:ﬂed? . " : . YES____ NO__
! d. IQ there an overall vocational goal? (e.g. competitive employment, occupation-
: al training,- higher level rehabilltation programming (specify)) YES NOZ
e ls thero an lmplementor assigned for each program goal? - _ YES NO_
f. Is thers a roster of participants who attended tho initial IWPP stafﬂng with .
tholr oignatures and titigs? : YES NO
. o 5 :
g. Waa the client’s referring agency invited or involyed in the initial indi-
o vidualized Written Proaram Plan staffing and did they establish or approvethe '
. overall goal? ’ YES NO
o h Has the cilent signed the IWPP cover sheet?. YES___ NO___ %
U . . pLR
! Wu the client’ 8 parent, legal guardian and/or advocafe Invlted or involved in
the initial statfing for the development of his Individualized Written Plan? YES____ NQ
o , ¢\“

‘Comments: . _ ] “ . 3 s I

) ]
.

-

*This form (s babed on the 1978 liosnsing requiragnents for Vocational Rehabllitation Faollities in Pennsyivania. By having the
_ . sei-eurvey ask the same queetions L t‘ liosnsing survey, two needs are met: monitoring to insure quality programming anq *
o mﬂm for Ilunwn L ‘ ) '
I .._!?‘ . " . . o .." . | .'.Vl . . . l 69
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3. Periodic Reviews of-Cllent Program
a. Was progress toward IWPP goals summarized at appropriate times? (Quarter-
ly by program manager and semi annually by IWPP team for Regular Work
Program and Work Activities Center) (IWPP team every 30 days for Occupa-
tional Training and Work Adjustment Training).

»

*  Comments: . /

b. Was the client involvemgnt in reviews documented?

Comments:
c. Does documentation exist that a written report of the resulits of the IWPP
review has been forwarded to the referral agency?

Comments:

d. Does documentation exist as to who participated in the review? All staff (and
othars as applicable) who are involved in IWPP implementation and follow-
_through should be in attendance at IWPP team reviews.

Comments:

It

4. Individual Cilant Program Prans
a. Are client behaviors (nedéds) s specified for each goal?

b. Is an individual client program plan complotod and clearly filled out for each
program goal selected?

c. Are prognm goals statod in terms of client behavior? Could you know when
the goal is achleved?

d Are the mothods clearly stated and responsible staff (Implementors) named?
e. lc t;mo an overall goal stated for each program plan?
f. lo the ovmll goal relevant to that individual client's program assignment?
-.g. Do the -.l term (program),goalo rola-te to the ovClall goal? | |

- h. Are there tarﬁo"t dﬁtos for objectives? '

I Aro' the prognm goala signed and dated 6y program managor implementor

and client (3r advocate)? . o
| - A\
Conrmonto: - . 70

YES.____ NO____
YES___ NO___
YES___ NO___
YES___ NO___
4
4,

YES___ NO__
YES___ NO__
YES____ NO_
YES___ NO
YES__ NO___
YES___ NO
YES ___ NO___.
YES___ NO
YES___ NO___



5 Client and Staff interview
a. Was the clisnt maximaily involved ? (Did he participate in choosing the goais, was he given choice
in the plans, were the plans explained to him, was profress reviewed with him? If the client could
‘not actively participate, did the staff include his likes and wants in the plan?)

Comments: ~

b. Were the steps (objectives) necessary to reach short term (program) goals spelléd out and is there
evidence of progress toward the short term goals (performance notes)?

Comments:

’

c. Do you have any suggestions about the goals or methods for staft to consider?

8. Comments by staff working with client.

\.

{’g

Signature:
Statf Member Z " Reviewer

29




SELF-SURVEY
SUMMARY

1" (To summarize tindings from reviews of client records)

|
PROGRAM AREA BEING REVIEWED:

DATE OF REVIEW: REVIEWERS:

UNIT CENSUS:
Total number of clients in program area

Number of clients with complete IWPP's

STAFF STRENQTHS STAFF NEEDS ‘
(What was done right and what was done (State needs positively—what, staff could
. especlally well) | . do to Improve IWPP planning)
|
R
- /
Next review date:

“Unit goais for next review:

Nuht;or of.cllonto expected to have complete IWPP's by next review

. COMMENTS ON REVIEW BY PROGRAM AREA STAFF:

. Signatures: = .
. Unit Staft Member . . Roviewer




3 Strategies For: Involving The Client As Well As
Involving The Parents And Relatives

Strategles for Involving the Client

' The critical point to remember is that the plan belongs to the client and it must in the end reflect
that individual's own goals and wishes for himsalf. In developing a plan there are three basic questions
you need to ask to insure that the plan is meaningful to the client.

1. Who beneftis?
ls it staff, relatives, the public — or is it the client who benefits?

2. Does it reftect the citent’s own stated or observed choices, wishes, desires and likes?
At one level a client can tell you exactly what he or she wants, at another level you may only be
able to observe that the client for example; ‘‘likes sun light,” “likes colors,”" “likes Mrs.
Smith."” Consideration of the ciiént's own likes and preferences can help to make the client
more interested In the plan and more importantly, can insurs that the pian is meaningful for
the client.

3. Does the cllent understand and agree with the plan?
The client must agree to the goal. Without this agreement, the plan is not likely to be
successful or you may find yourself using punishment strategies to make it work. Understand-
ing and agreement can aiso be indicated by use of the client's indentified likes and
preferences.

Should the cilent be present at staffing?

Statf meetings may not be the best place to insure maximum client participation in developing
the plan. Only a very articulate, strong client will feei comfortable discussing his program with a large
group of people. in many cases, it may be best to have a staff person sit down with the client before the
meeting to go over the client’s S/N List with him to identify areas that are important to the client and list
some suggested goals. If tentative goais are to be developed before the meeting by staff these te?t!ltlvo
goais should be discussed directly with the client in terms of:his wishes, cholces and Yesires. This
information can then be brought to the meeting. The client can aiso be at the meeting, or the final goals
can be approved by him or her after the meeting. Fhis process not only reduces meeting time but aiso
helps to insure meaningful client input. If the client is not present at the staffing, an explanation shouid
ba written in the IWPP to show that this issue was considered and to explain how the client was involved.

Teochniques to help Invoive clients.
a) Have a person who knows the client and whom the client trusts explain the statfing to-the
- client before the meeting. If the client is present at the statfing this person should sit with him
or her. . )
b) If the client is present at the staffing, here are several techniques to help make this a positive,
meaningful experience. _

rd

1) Encourage staff to speak diractly to the client whbn talking about hlm/hor.'Thls should 3
include looking the client in the eye and using his/her name as they speak.

2) Have the client present only when his/her presence Is important. Avoid having the client git
through Irrelevant discussions or for longer than his or her attention span allows.

3) Discuss material which would be embarrassing or upsetting to the client before he/she
joins the group. Sometimes it is better for the client to be present during these presenta-
tlons, so a judgment will have to be made for.each case. '

Mm with a discussion of what the client has accbmpllshed and what he/she does well.
' . This initial focus on the positive will relax the client and show that you are working wlt_h

him/her.

8)'Whon interviewing the client, start _wfth what he/she iikes about their program. This is
usually easy for the clients to answer and gives ,gw a chance to establish a positive
) relationship with the group. 31 :

o



' .
‘ _ c) As a general rule try to Involve the client more than you think he/she is capable. This is for two
B - reasons. -

1) Staff often have a tendency to underestimaté how much a client can participate in
planning their programs. Therefore, you may be surprised at how much the cllent
understands and how much he/shé can contribute.

2) By stretching the client to beconte involved, he/ghe will gradually learn these skills and will
becotne more and more capakle of meaningful involvement.

A

The Client Speaks

Listen rehabilitation workers. Treat me asa person not as a diagnostic label, a typical cllent, or
as an object of service contract between your facility and another community agency. As a person Ifitno
preconceived mold. | come to you with my énique fears and hopes, uncertainties and convictions,
woaknesses and strengths. .

| also come with unrealized potentials, potentials with fewer fixed limits than | am aware of or
that you should set for me until together we can more fully explore what | may become.

As a person, | ask that you talk with me, not at me or about me, and certainly not down to me.
Look me in the eye and show that you know that | exist as afesling, responding, and responsible person.

As a person, | may have some very important things to say about who | am and what| wantto be.
So listen to my thoughts though they may be at times poorly formed and falteringly oxpressed.

indeed, | am a pereon In the making. Assist my rebirth or my growth by showing me your
acceptance, regard, interest, and respect as a fellow human being. You know, you and | are much more
alike than we are different.

When you talk of my rehabilitation plan, it cannot be my plan if shared only with the helping
professionals or staff around me. Neither can it be myptanitihave no say as to its goais and the means for
achleving them. Although.| may not be as wise and knowledgeable as you about rehabilitation methods
and resources, labor market requirements, and the like; | may know some things you don't know and
should know.

1 know some things that | want, that turn.me on. | know how | fesl about some of the procedures
and experiences that you plan so objectively and professionally for me. For you see you are talking about

.my life. ) -

My lack of objectivity and what may appear to you at times as irrational responses arise frommy
experience of this world as / see it and as / fed/ it. I'm sure that | must often frustrate ybu because | don't
always know. or accept what Is 'good for me.” But be patient. ‘ )

If the plan we work out together brings me rewards and some degree of fulfiliment, | wiil learn n
time what is good for me. If | am allowed decisions which do not resuit in personal rewards and
satisfactions, that too may be good for me. Why ? | may be more willing to reconsider or to explore other
options and plans rejected by me before, plans you perhaps wish | had accepted In thefirstplace. Yet, It
had followed them without acceptance, couid they have succesded ?

Now, during my rehabilitation program if | am to learn from my successes and fallures, | must

. know speoificaily how | ggsceeded or falled when | did s0. Do not keep me inthe dark on how |amdoing.
When you give me feedbadk on my hits and my misses, | can travel more directly toward my rehabilitation
targets. When you tell me about my misses though, don't just tell me what | did wrong. Tell or show me
how | can do it right next time. And let me know my progress toward rehabllitation goals for the
rehabliiitation path often seems ditficult and sometimes endless.

Rehabiiitation workers, are my requests really so demanding or unrealistic? | only ask what I'm
sure that you would ask if our positions were reversed. So treat me as ypu would wantto be treated if you
wore the label “cllent.” In doing so, “personhood” may repiace 'clienthood.” Is not that what
rehabilitation is all about? '

CLIENT INVOLVEMENT

rmmmmuym'mu.mu.o..hmmgme|mmnmuumcmmmm.m

Dr. Barton le a person who happens to have Musouler Dystrophy. .
_ , \ 74
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INVOLVING PARENTS AND RELATIVES

PROBLEM:

SUGGEST

Parents, relatives and other persons close to the client are very Wportant resources for client
development. It is extremely important to involve parents in the planning process as aarly as possible.
They are much more likely to be supportive if they have been consulted during the development of the
plan. They also can contribute valuable information for developing the plan as well as giving feedback on
progress in implementing the plan.

On the following pages are some suggested strategies for dealing with opoclﬂc problems that
may arise in this ama

PARENTS REFUSE TO BECOME INVOLVED IN CLIENTS' PROGRAMMING

PARENT
MEETING
1 TONIGHT 800

""We have parents who won't come to meetings or even discuss their child's pro-
gram with us. What can we do?"

IONS: 1\ Put yourself in the parents' shoes. Ask yourself "why should I become 1n- o
volved in this program?" Talk with parents and ask them what would make o
them want to become involved in. IWPP planning. N R

2) Effective parent involvement requires aggressive efforts on your ‘part. Go -
after them! Work at it! It is going to take work and you cannot expect
parents, who have had very little to do with agencies or been very little?
involved with their children's programs in the past, to suddenly change.

aPersist, since the payoffs are, considerable for your efforts!

3) Try to enlist the help.of other parents in approaching your more reluctant
parents. Ask the more active parents to make telephone calls or to meet
with the less active parents.

4) If possible, make your initial contact in, the parents' homes as they may
feel more comfortable in their own environment. :

5) If the reluctant parents are from a particular ethnic graup, then try to
have people from their ethnic group be the ones who approach them. Fre-
quently, parents from minority ethnic groups feel unwelcome and uncertain
in "majority group" programs. Do your best to ease the transition for them
by having people from their same backgrounds participate with them.

6) Start with very simple tasks where the parents can participate actively.
Give them a good deal of positive attention and suppory for their contri-
bution. You are trying to develop a whole new pattern of behavior and it’
will necessarily be slow, so be patient.
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7Y Give lots of support and recognition to the pavents tor even a small inpul
on their part. 1his will help them to see that you want to help them.  Have
a prestigious person fram thetr own community ask them to pacticipate  Tor
example, you can approach their religious leader or perhaps another member
of their family and.qsk them to support your efforts in apptoaching parents.

8)  Be precise about what you want parents to do. It is especially important in
the beginning that you spell out in very clear terms what their role i< to
be, so that they do not feel uncertain about their contribution and so that
you can give them plenty of positive support for what they've accomplished.

9) Be. creative: post cards from their child, send completed projects home,
invitations to just observe, audio tapes, etc.

PARENTS HOLDING CLIENT BACK

: !
. PROBLEM: "Parents are often more resistant to new goals than are clients. They frequently
‘ hold the client back. What can we do?" .

SUGGESTIONS: 1) Frequently parents must learn what their child can do and learn to have con-
. fidence in their child's ability to do things on his own. Therefore,
" beginning goals may be very small, actually less than the client is capable
of doing, in order to demonstrate to the parents what the client can do.

2) Parents should be involved in plans from the beginning. They should partic-
ipate in developing the strength/need 1ist and they should participate in
selecting the goals. If you develop plans independent of the parents, it
should be no surprise when they balk because of not being included.

3) When you develop your plans, give the parents something meaningful to do in -
the plan. Help them to make a contribution. In this way they can be di-
rectly involved in the IWPP process.

4) Use films .and other materials to show parents the kinds of things that
clients, like their child, can learn to do.

5) Give the parents feedback on how their contribution to the IWPP plan coh— .
tributed to its success. Very frequently we neglect to give feedback to
parents and, not surprisingly, they become uninterested and discouraged.

7o ‘
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4 Maximizing Staff Cooperation

Developing Cooperation Between Production
And Rehabilitation Personnel

Lack of cooperation between production and rehabilitation staff is a common problem in
vocational rehabiiitation facilities. The basic reason for this problem is not the people involved, but -
rather the fact that the agency has multiple and often conflicting goals. For example, a vocational
rehabilitation facility must be committed to efficient production in order to provide realistic training for
clients, to provide wages for clients, and to provide income for the agency. The same facility must also be
committed to individualized rehabliitation programming in order to help the client deal emotionally with
his/her limitations and to scale demands down to his/her level of functioning. Inévitably, these two sets
of goals conflict since production cannot be maximally efficient when there are continually adjustments
to ihdividual client needs. Compromise, accommodation and sincere ¢tfort to work together is the only
solution. Since the pressures of these contlicting goals is ever present, it takes continuous effort to
counteract them and the responsibility must be with the director since only he or she has the power to
direct both groups. /f the groups are not working together, the director should be held accountable.

Assuming strong administrative support, there are anumber of things which can be done, some

" of which may be applicable In your setting.

Hiring

It is often helptful to hire staff who have experience in both aspects of vocational rehabilitation.
Hiring production statf who have both training in rehabilitation as well as experience in industry is often

_ effective. Similarly, rehabilitation staff may be sought who have production experience.

Hiring ""quality” personnel (which includes an open| cooperative manner in working with others
as weil as a high degree of professional or job expertise) is probably the mostimportant thing an agency
can do to provide quality service. Paying higher wages for \quality people increases both the earning
potential and the rehabilitation potential of a tacility. Therefore paying more money for good people will,
in the long run, pay for itself in increased earnings and service fees. In addition, cooperation between
production and rehablilitation staff will be easier to achieve with staff who are confident of their own
abilities and who have effective interpersonal skills. :

Flring
The power to fire is the ultimate management tool to insure an effective program and it must be

_used with great discretion. Nonetheless, cooperation between production and rehabilitation staff is so

critical for client growth that firing staff may be an appropriate tool under some circumstances. Staff
should understand that this issue is of sufficient importance that firing of staff will be considered, if
necessary, to Insure cooperation between the two groups.

Job Deecription

One of the best ways to clarify expectations is through job descriptions. It should be explicitly
stated how each group Is to work together (i.e. participate In joint staffings, carry out assignments from
staffings, etc.) _

. One way to increase understanding and commitment to job descriptions is through yearly
negotiations batween supervisors and supervisges. Both the supervisor and supervisee should indepen-

" dently write what is expected of the supervises. They should also rank these duties in order of

importance. After they have completed their lists, they meet and negotiate the final job description. (It is
important to al§o Incldde in these negotiations the supervisor's responsibilities in providing supportand
rasources to the supgrxisee). _

The negotiated job descriptions should Include specific duties which wiil help production and
rehabilitation staff to understand the perspective of the other. Following are examples:

" 1) Production staff do periodic ratings of clients in terms of their rehabilitation goals.

2) Rehabilitation staff must spend a certain. % of each day in the production area.

3) Production staff rhust attend rehabilitation staffings ot their clients. ..

4) Rehabilitation staff must master all job tasks required ot their clients.

B e



Agency Prooceduree
There are many ways in which agency procedures and routines can be structured to maximize
joint efforts between production and rehabilitation staff. Following are some examples.
1) No client plan can begin without signature of the client’'s work supervisor, his counselor and
the cllent him or herself. :
2) At each staffing, there is time allotted to both rehabllitation and production staff to present
their observations and recommendations.
3) If possible, production and rehabilitation statf eat in the same sections of the cafeteria and
have lunch hours scheduled at overlapping times. '
4) All client plans in the production area could be developed by production staff with rehabllita-
tlon staff being available to offer suggestions or help as requested.

Rewards

It is important to reward cooperation between these two groups. This can be done in a number of

ways. Following are some examples:

1) Merit bonuses should be possible for all statf and cooperation with other staff should be an
Important element In these awards.

2) Awards for superlor performance can be given to teams consisting of both rehabilitation and
production staff and not to single individuals.

3) Newspaper publicity can emphasize the role of production personnel in rehabilitation of
clients. .

4) Promotion possibllities should be open to all staff. This Is particularly Important for produc-
tion staff who frequently feel that their options are limited. it should be clear that outstanding
performance, which includes cooperation with other staff, can lead to promotion. In the case
of production staff who lack credentials for rehabilitation jobs, the agency should consider
supporting them In any efforts they make to obtaln more education. '

Day to day attentlon from supervisory staff is an important type of reward for supporting

cooperative efforts among staff. Supervisors should consclously notice and commend staff for coopera-

/tive efforts on a regular basls. .

' Tralning

Too often attendance at outside conferences Is allowed only for rehabllitation statf. Both groups
should share equally In these opportunities for stimulation. The following variation is also suggested:

1) Production statf be given administrative leave to attend rehabilitation conferences.

2) Rehabliitation staff be given adminlistrative leave to attend conferences dealingwith produc-

tion problems. '

Compeneation

All too often, production personnel are pald significantly lower than are rehabllitation person-
nel. This inequality can cause resentment on the part of production staff. By paying production statf
higher wages, more skilled staff can be recruited who can both earn more for the facllity and who can
relate to rehabllitation staff more as equals.

Supervision _ ,

In order to effectively monitor how production and rehabllitation staft work together, it is
essontial that sgporvlson become involved with individual cases. By shmpling the case load, a
supsrvisor can become familiar with what Is happening In Individual cases and therefore accurately
determine how the two groups work together. In some facliities, supervisors are expected to carry a
case-load In order to maintain tirst hand contact with what is happening to ollents. Involvement with
individual cases also allows the supervisor to model how cass management is done cooperatively and
allows him or her to give attention and support to joint efforts between rehabilltation and production
statf. Dally attention to positive accomplishments with clients can have a profound effect on staff

. behavior; much greater than occaslonal reprimands when things aren’t right.
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PROBLEM:

SUGGESTIONS:

STAFF RESISTANCE TC NEW PROGRAMS

"Our front-line staff have seen many programs come and go and so many of them
resist any new program." ’ ' s

1)

2)

3)

4)

5)

6)"

Let staff know that it is natural and healthy to suspect new programs. They
should see what the IWPP can do before they accept it. Therefore, they
should give it a try (by going through the workshops) in order to judge it. ‘

The best motivation for front-line staff to do IWPP's is positive recognition
from supervisors and pride in seeing clients change because of their-efforts.
Therefore, stress these iadvantages when working with front-1ine staff.

It 1s important that supervisors use IWPP's to encourage and support front-
line staff. As front-line staff experience positive recognition for their
work, you will see a growing commitment to IWPP's.

When working with resistant staff be sure that your goals for them are rea-
sonable and, at the same time, be firm in expecting them to do their work.
You may want to start with very small goals at first and then gradually,
increase what is expected. E '

Focus, initially, on influential staff members. If they are sold, they can
influence others. Influential people are the informal leaders among staff
and can be located in all types of positions in the organization.

Review job descriptions of your staff to determine whether preparing IWPP's
is within their responsibilities. If not, investigate altering the job
descriptions. . S - '
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STAFF RESISTANCE TO WRITING

3

PROBLEM: "Many front-line staff feel uncomfortable about writing. 'How can we get the
IWPP's written and still maintain front-line staff participation?" -

SUGGESTIONS: 1) Designate a segretary, volunteer or another staff person to write the IWPP.
Many people find it helpful to use a blackboard and to write the IWPP out
in front of the group. Then front-line staff can copy from the blackboard.
A tape recorder may also be used if the plans are written after the meeting.
It should be understood that the front-line staff are primary in developing
the IWPP and that these devices are only for recording information.

2) Certain plans will be repeated frequently for a group of clients. For ex-
ample: Toileting, self medications, crossing streets, etc. - These plans can
- be reproduced or kept in a central "reference file." They can then be
* changed to fit each client's special situation. It is important that the
individualized spirit of the IWPP be maintained and that these plans be ad-
justed to fit the client rather than visa versa.

3) Short-hand terminology whigH is understood by all staff can be used. Terms
such as "shaping," or "graduated guidance" have precise meanings, but cover
a good deal of activity.” Such terms can be used in the method section pro-

~ vided all persons who.use the plans understand the terms in the same way
and would know what they have to do with that client.

4) Some plans may be copied or reproduced from standardized training programs

. which are available for many client need areas (e.g. behavior modification
programs, st&ndardized dischargeé planning programs, standardized work skill
development programs, etc.). These programs often include steps with be-
havioral objectives and staff respgnsibilities spelled out. They can be
used as IWPP's provided the client is maximally involved, target or review
dates are set, particular staff are listed as accountable and that full use
is made of the client's strengths (the strength 1ist is especially helg¥ul
in identifying meaningful reinforcers.)
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“WE DON'T HAVE ENOUGH TIME"

PROBLEM: "Our staff are so busy now that we can't possib]y ask them to write. IWPP's for
all of our clients too."

SUGGESTIONS: 1) _You will never have enough staff time to do everything you want to do with
clients. Ask yourself, how important is it to have individualized client
plans which use the client's strengths and spell out who is accountable for
what? If these things are important, you can make time to at least begin
IWPP's.

2) Imp]ementation of IWPP's should be gradual. Where work loads are very
heavy, IWPP's will have to be implemented slowly. It is important to set
reasonable goals for ourselves just as we do with our clients.

) 3) It is more work to set up a new program than to maintain it. Therefore,
IWPP's will be more work at first as pméple Tearn the new routines. After
it is running smoothly, the extra work will drop off.

4) At first IWPR's may seem to be more work than just responding to crises.
But it also helps to prevent crises and, in the long run, can save a great
deal of time and trouble. -

5) As much as possib]e give clients the responsibi]ity of showing staff wh
they have completed a planned activity. It takes less time for staff to
respond to clients than to seek them out.

~ 6) If several clients are working together on the same goal, it may be possi-
‘ ble to work with clients in groups. However, be careful to maintain the
individualized quality of the IWPP's and to adjust the program to fit in-
dividuals rather than making individuals fit into a standardized group
program.

7) Clients or their families are often able and willing to write out the plans.
" . If you write out the first step, they can often complete the writing of the
plan. -

(] 8) Trained, community volunteers can often be of help in writing plans as well
as in carrying them out. '

9)  If standardized or reproduced plans are used, this can greatly reduce the
-amount of staff time required to develop and write out plans. The staff

‘ can use the standard plans as starting points to develop pians that fit
j each client s unique: sttuation.
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PHILOSOPHICAL OR THEORETICAL DISAGREEMENTS
.~ WITH IWPP PLANNING

AN
N 1
'—“—"‘L‘-_ j;}{‘ A}
- \
4
PROBLEM: "There are some people at our'facility who.are committed to a p;rticu]ar ﬁheo-

retical approach and they are continually raising philosophical or theoretical
objections to IWPP planning. How should 1 deal with them?"

SUGGESTION§¥ 1) Avoid abstract, theoretical discussions since they can become tests of who
* is the cleverest debater instead of what helps the client. Instead, ask
these people to try IWPP planning before they judge it.

2) Always bring the discussion back to the particular needs of a particular
client. Does he need a job“or certain skills or a particular activity? If
you can agree on specific things that he needs, then IWPP plans are a# -
obvious way to help him meet those needs.

3) Explain that IWPP planning has been used with all theoretical persuasions.
Any approach can be put in the method section provided clear language is
used. It is simply a way to be clear-and specific about what we are doing
with clients.

4) The strength list is a way to focus on the positive aspects of the client.
A1l theoretical persuasions can see merit in this, so it is good to focus
on the-use of the strength 1ist when explaining the program to these people.

~ . v
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PROBLEM:
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STAFF RESISTANCE TO MEANINGFULLY INVOLVING
CLIENTS IN IWPP PLANNING =

y

i \ P

':"Some of ouW staff be]ieve that c]ients should not be invoived in developina

their plans. 'After all, they are handicapped and it' s our job to he]p them.'
How should. I deal with this?" .

1) C]ients have the 1ega1 ‘and moral right to he iqyolved in deve]opin their
p]answand this cannot be compromised. However, we Should-also rea?i
“for many staff this s a new idea and much of. their“resistance cames be-
- cause thiey do,not know how to do it and have not experienced it. Therefore,
.. ae will have to work with-these staff to help them learn how -to effectively.
irivolve clients. Progress may gradual since this is a-new experience
and we should not expect too mich- too quick]y ' Cr e -

- 2) The best. way to teach involving cfdents ‘is by "modeTing" for the staff how

to do this and also through supportive guidance and supervisiqp

lui ‘o :3& Certain staff often feel comfortabie with certain clients. In this case

have staff choose those clients for their first goal planning. This will®
* make }t edsier for them to. practice how to 1nvoive the. c]ient in goai
-planning. . = “ .

ted to working on the plan; it -he develop hi’s se1f esteem .and- it also®
" is anLexce]]ent.way for staff to ¥ rn more- about the client and, what is
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. PLANNING WITH STANDARDIZED PROGRAMS
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‘NQ@RDBLEM: . "Can "standardized or 'canned' programs be used with IWPP p}anning?"'

* SUGGESTIONS: Yes with cautidn! Many facdlities use the same plans with several clients and\
AN some have even compijled sets of frequently used plans. There are also sets of
K] standardized plans which have been printed for wide distribution. Any of these
can be used as plans provided-that the basic elements-of the IWPP are retained:
involving _the client, using his. strengths, spelling out steps with behavioral
objectives, staff responsibilities an target dates. The following procedures
. are recommended in- using standardtzed programs to insure that IWPP princip]es

. are followed. \:

1), The first step in programmlng sh u]d be to deve]op a edmprehensﬁve ﬂ1st of
" the.client's strengths and need¥. 1In compiling these Tists, the follbwing

v o " sources should be used: the C1ient (if possible), his (or her) family,
7 staff ‘'who work directly with the client, test. results, rating scaTes and
: > " _records of past performance. «

. 2) Selettian of plans.should depend on- c]ient ‘needs rather ‘than on the ava11-
- '4bi1ity of a part1cu1ar standardizedfprogram : .

v 3)‘ The client should ‘be maXima]]y;invo]ved by participating as much as pos-
T ’ sible 4n choosing and individualizing,-the -plans, by building choice into
R o the plans (i.e. chogsing rewards or dhoosing tools to use, etc.,) by in-
& v -c1ug}ng his likes and wants 1n the p]an and by always exp]aining the plan
: : to him.

RN <.
. -\ 4) Where. standandi d p]dns are used they shou]d be tareful reviewed and
. - adjusted to fit the individual needs ‘of the client*rathér: yice versa,

' , This. may requine changing or addjng steps or changing the met n'

e . the p]an Y
~ . 5)" Maximum use should be maéyaof the c]ient s skills, his likes and outside -
' o resources which can help. It is often heTpful to review the client’s
strength Tist and' to use as many strengths as possible in the plan.

s 6) The plans should 1nc1ude sequences of behavLBra] objectives, with: clear =
B statemenits of staff résponsibilities and target dates (or, n the case of
' g o 'gh1y organ1ized programs. frequent review d*tes) o, N
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STAFF GROUPS WON'T WORK TOGETHER
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PROBLEM: “Different staff groqps or disciplines won 't cooperate in IWPP planning. Each
. ‘ ofe wants to.protect its domain and won't cooperate with the other groups.

'SUGGEST{QNS: 1)" Cooperation among staff is essential for effective IWPP planning. One of

_ the best ways to increase cooperatfon is to focus on the client and his
needs rather than.on discipline "boundries" or group prerogatives. Always
ask staff to justify their proposals in terms.of how it will help a partic-
ular client rather than-on their "authority" or "professional status," etc

] 2)" When staff meet to deve]op IWPP plans, have the‘leader of the meeting be
4 .= someone who has the respect of other staff groups and who has a good com--
" mand of IWPP planning.

' 3): Some facilities have rotated responsibi]ity for 1ead1ng INPP planning
meetings. This way no one group is favored over.another,
d-reha%i]-

~

M

- B 4) For a discussion of developing cooperation between productions
itation personnel, see pages 35 and 36 of this manual.,
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PROBLEM:

SUGGESTTIONS:

- cially-when there are other:shifts or discig

COORDINATING DIFFERENT STAFF MEMBLRS

"It ¥ often d1¥f1cu1t to communicate with a41 staff involved in IWPP's espe—'

1nes involved and if people are

in different- 1ocat10ns‘"

1)

2)

3

4)

5) .

Have the client carry @ copy of the p]an to show to Pother staff who will be
involved. These staff'should have been oriented ahead of time to the pos-
sibiTity of clients doing this. They should also understand that they can
,make suggestions to change the plans. This will avoid any feelings that
plans are-being forced on them. withobt their participation.

IWPP's can be kept'at a p]ace where*a]] staff who work with a client have
access to. them and can record their comments or additions

Copies of the plans could b "uai]ed" “to oOther d1sc1p11nes or 1ocat10ns
- that work with ‘the olient. ~Mailing is rarelyx enough by itself. It:.is best
td follow up with phone galls" and personal visits with staff who wiﬂ] be

involved.”

In the method section of the plan designate, someone as responsib1e for com-‘
_tunicatdng the plan_to other, involved, parties..

Set asjde some spacific time for meeting with all stafﬁ,mgpbers 1nvo1véd
with certa1n c11ents to review the1r goal p]ang



!f, EVALUA@J{\IG PROGRAMS BY COUNTING NUMBER OF GOALS
~ ACCOMPLISHED, ETC. .
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PROBLEM: "Why not add up the number of training sessions or the number of goals accom-
plished as a way of checking on whether staff are working hard enough?*.

SUGGESTIONS: 1) This sort of counting should be done very cautiously, if at all, since it
can undermine the foundation of the IWPP process: the- commitment of front-
line staff to their ¢lignts. The danger is that, when staff are judged by
numbers, they feel under pressure to produce numbers rather than meaningful
client change. There are many devigeg available to staff to meetr this
pressure for numbers: working,.op skiMs-which the client already has,
setting very easy goals, perfUHéEoriﬁy going through some of the require-

~ ments of a step without the personal;involvementr that may be necessary to

U make it effective, and many others so that it-~is.impossible for adminis-

¥ trators to seal up all the holes.

' 2) Aggregate.data is very susceptible to misinterpretation by administrators.
not dntimately familiar with a unit. For example, the "numerical .produc-
~ tivity"-of one untt may be inappropriately compared with that of a different
: unit: or staff may be inappropriately judged as "better" or "worse" de-
' o . pending on their numerical output.. Such misinterpretation is not .
* ~ ingvitable, but it is always possible and continuous vigilance-is- required
T ' to avoid it." The danger is greatest in-large organizations where adminis- -
. | ‘ - trators are not intipately involved with-their front-1ine staff. ,

A "3) Numerical data tempt staff to talk about programs and clients in terms of
numbers which can only move us away from normalization and zation of
R ~human service programs. . : ~ ' .

. ¢z ‘An alternative approach to evaluation which avoiQ: the problems of aggre-
S gate numexrical data is discussed in the section on self-surveys. These -.
* " surveys involve random_&amp]ing‘of individual client plans with in-depth .
+  intewviews with clients and staff. ‘The émphasis in this review is on
+ clear expectations for staff, a focus on the client and his needs, looking
" for behavioral evidence of cltent progress, and on posjtive, -supportive
attention to what staff have accomplished.. At the end of-the review,
.. 5 "t reasonable goals are set to be achieved by the next review. ‘These proce-
I T .. dures provide’rigorous accountability in terms of what is happéning to
S .- tlients anct gjve personal recognition. to'.the accomplishments of front-
Yoo ' -7 1ine staff, . Administrators and outside evaluators would receive copigs
w0 7 of these-in-deptheseviews of individual cases. =~ ¢ < o v
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5 Coordinating With The Client's
Referral/Sponsoring Agency

Coordination With The Cllent’'s Raferral/Sponsoring Agency

The case manager o't‘the referral/sponsoring agency will probably have a responsibility to

' monitor the client's progress in your program and insure that the client is moving toward his/her overall

’ goals. The realities are that many case managers, particularly at referral agencies, have extremely high
case loads and may not be able to provide continuous: monitoring.

It is recommended that service agencies take the initiative in ntaintaining contact with the
referral/sponsorihg agency and provide information to that agency on the client’s progress. In chapter |,
it was suggested that the first step in developing the Ingividualized Written Program Plan is to meet with

- the referring agency case manager. This person should also be Invited to participate in the client’s
reviews and. that If he or she cannot attend, a short statement of the client's progress on his program
goals and any new objectives established for the client be provided to the case.manager.

s . . .

Coordination with other Agencies serving moufm

1

LY

The client's program manager should be aware of all other agencies working withthe clientand
view them as potential support systems for Individualized Written Program Plans. It's particularly
important to be sure that all agencies working with the client agree on the client’s overall orlong term
goals. Further, ditferent agencies can review each others' objectives and methods to'insure that each

reinforce the other's program. . _ :
Following are some recommendations for maximizing positive coordination between agendies:

7~
[]

% 1. Personalize your contacts B
Seek out the individual most responsible for working with the client in the other agency. Develop a
relationship that allows you to-pick up a phone and call each other. Call when things are going well,

not just when there's-a crisis. - X -
. . . ' - o -
. Il Invite other agency(s) to |.W.P.P. meeting. T, R . ) .
They may rnn be able to attend, but will appreciate knowing that the client's program I 5elng )
4 _ reviewed. Thi§ gives them the opportunity t‘ make input if they wish. _
1ll. Involve other sgencies early In the planning process. |
When you are pt‘iparlng.for a LW.P.P. meeting, particularly the initial meeting,scontact the other
: . agencies working with the client and includé their observations in the client’s original assessment.
~ ) \ ’ -
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6 Strategies For Dealing With Problem Behaviors

STRATEGIES FOR APPROACHING PROBLEM BEHAVIORS

1. SEE THINGS FROM THE CLIENT'S POINT OF VIEW

a) Learn as much as you can about the chent's background to help to undernstand why he acts as he
does ’

- b) Ask’the client “"Why do you act that way?" and "How can.we help you stop?" It 1s surprising how often
' we forget the simple step of asking the client directly about his behavior. Frequently the client will
give us reasonable and helpful answers.

c) Put yourself in the client's shoes amd think to yourself "What could | do or what could others do to
to 'help me control this behavior?”

,

) d) Observe the chent carefully and keep records. This is espgaiglly important with non-speaking clients.
It also helps to insure that we are not distorting what is happenmg

2, GIVE PRIMARY ATTENTION TO DEVELOPING TRUST BETWEEN YOURSELF AND THE CLIENT

»

a) Use people. in the plan, whom the client likes and trusts

b) In order to develop trust, your first goal may side-step the problem behaviors and just work on some-
thing important to the client.

.c) |If the client is new to a program, you may want to wait before starting IWPP planning in order to al-
low enough tune to develop trust between staff and hlm/her : % - .

- 3. STOP PROBLEM BEHAVIORS BEFORE THEY HAPPEN
. , .
a) Teach the chent alternate ways of deahng with problems. Use these strategies before things get out
hand while the client and others can control their teehng’;md behaviors.

b) Increase positive, competing behaviors. Ask "What does the client do when u i5 not a problem’? and
increase those behavors.

- [
* c) Pay attention to the client’ s posntlve behaviors. Catch the cllent domg somethmg right and rewaﬂ
oo him for it. - ¥
e Y
4. USE SMALL GOALS WlTH SMALL STEPS . ’

a) At first the goals may have to be extremely small to msure success and to show the client that we can
work with him. . _ o .

N u >

b) Revnew strategies- you have used in the past and ask if they would have’ been successful if tt@ gQals
or steps had been smaller, )
5. BE-SURE EVERYONE IS CONSISTENT IN WORKING WITH -THE CLIENT
a) Developing new. positivé’_beheiviors-requtres-consistent supaort tror'n everyo.ne “lﬂn tge client's world. & . °
Fv‘. ' . . M . ' ’ * . e
6. DONT QIVE UP . . . s
) . S ’ :
K S W ﬂ vl ) .
. a) Change is\ofteﬂ' stow t tlrst especnally wj ngs mg behav.nors CoL L o .
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PROBLEM:

o

CLIENT BOTHERS OTHER CLIENTS AND WON'T LET THEM DO THEIR TASKS

4

"We have several clients who are continually bothering other clients and inter-
fering with their work. What can we do?"

SUGGESTIONS: 1)

2)

y

4)

Give these clients assignmengs which are independent of other clients. This
may mean that they have -to work alone or only with certain clients whom they
do not bother. ' '

If it appears that the client is doing this in order to gain attention and
recognition from. others, consider giving him some responsibility. In this
way, he can feel he is getting 'attention and at the same time, can be con-
tributing to the work rather than hindering it. «

It is often helpful to keep these clients very active since they frequently
bother other clients onlyx when there is nothing'else to do. By h&ving more
active programs, they will become much less df a problem to_the group.

Encourage ather b]iénts'to-igﬁoré him when he is interrupting their‘wofk:

~ ' ) .
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OTHER CLIENTS PROVOKE CLIENI INTO PROBLEM BEHAVIORS

\ \'//
vy, UR_»
s AT

PROBLEM: "Other clients will tease or agitate this client into being upset or engaging 1in
disruptive behaviors. It really isn't his fault since the others are goading
_him into it. What can we do?"

. SUGGESTIONS: 1) Minimize the time which this client spends with the other disruptive clients.

. You can structure more ‘individual activity for him and, when he is with the
other clients, you can structure their activities 50 that they are busy at
construct1ve tasks : o

¥

2) Give him social recognition and support for what h ;ggdoing well. This wi]]
help offset the social pressures from othef clients”.. As he becomes more
sure of his qwn worth, he will be less susceptible to 1nf1uencelfrom others.

3) Is there anything positive which this client could do with the other disrup-
tive cljents? Can we structure activities so that, as a group, they are
rewarded for.their positive behaviors rather than for their disruptive
behaviors.. :

ﬁ), Have, in reserve, some activitwes “‘Which wi]] distract the client and the
others, who may be involved in disvuptive behavior. Examples would be a

. quick snack, music, a group game, an announcement, etc. You can use these
) distract1n§ activities early, before things get out of hand.
v 5) If the client does not want to be bothered by the disruptive clients, he]p

~ him develop some strategies to use when_ they start to bother him. For ex-

" ample, he could ask a particular staff person for help, or he could practice .
things he can say to the disruptive clients. You should have the client
pract1ce these new behaviors so thategle is.comfortable and capable of carry-

e ing them out. Then give him homework assignments where he can gradually
/) ' o + Tearn to use them in real life sipuations. . Coe
e ! W\ ' ’ . ,
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CLIENT INITIATES FIGHTS

f‘m %
t

PROBLEM: "We have clients who will seek out fights with other clients. What can we do?" .

SUGGESTIONS: 1) Find out if the client wants to control the fighting himself. Frequently *-°
g clients'do not want to fight, but find themselves drawn into it without
knowing what else to do. In this case, you can help the client by giving
him some alternative strategies for how to deal with the problem situation
(e.g., name calling). Help the client to control his %empqr early in the
sequence before it gets out of hand. BRI N

2) Find out when the fighting occurs. Keep objectivé reco}ds for a period of
time so that you are sure of what is happening. Be careful not to just rely
on your memory since, particularly in situations such as these, memories
distort easily. When you know when the fights occur, then you can siructure

et

distracting or alternative activities at those times: - N

'3) It is important to have complete cooperation from all members of the staff,
other clients and the client's family. Everyone shpu1d respond consistently
and in the same way to the fighting behavior. . : ' ' -

. 4) Reward the client for avoiding fighting. This may.be paired with negative
) ‘ consequences for fighting. Develop some meaningful rewards for avoiding
. fights in those situations which previozz}y have set off fighting behawior.
si

5) Develop activities which will give him tive attention for positive be-
havior, especially in those circumstances where he has been fighting in the
past. .Ifathe client tends to bully weaker or younger people, then it may be

. possible to give him a_position of responsibility over the younger or :
L .. smaller clients. If he feels that he can be important. in a positive way,
this often helps to displace the fighting behavior. Be sure to provide
close supervision. at first with roles clearly spelled out to insure that he
does not abuse his authority. ' - .

) : ~ y .
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CLIENT RESISTANCE 10 TRYING SOMETHING NEW

PROBLEM: - "Many of our clients are very hesifant to try out new things. What can we do?"

SUGGESTIONS: 1) The client does have the right to refuse to participate in a program. How-
ever, he cannot make a meaningful decision unless he knows what the program
involves. Therefore, we should encourage him to try a program before judg-
ing it. We may have to be quite directive (e.g., urging him to go, or going
along with him) to Yet him to experience the program. Once he has experi-
enced the program, he should be free to make his own decisions.

2) It is often helpful to introduce new programs to several clients-at a time.
) Then each client does not feel that he is being singled out and he may be
‘ moce comfortable in a group tpan trying_something alone. '

’

3) I%imay be helpful to introduce new activities gradually. Start with activ-
i#ies the client is already doing and gradually introduce new activities or
variations in old activities..

4)% Be sure you have meaningfully involved -the client in choosing the program.

S)f Be sure the client understands what will be expected of him. Often clients
. resist a program because they don't understand what they will do. | "

6f A short term contract with the client méy belgglpfu1; This contract should
specify that the client will try the program Tor X days.and will be free to
discontinue at the end of that time. N : \‘
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CLIENT IS EXTREMELY SENSITIVE TO CRITICISM

PROBLEM: "We have a number of clients who have a great deal of difficulty handling g'it-
icism. Even normal suggestions are interpreted as criticism and the client
either becomes very angry or else breaks out in tears. What can we do?"

SUGGESTIONS®: 1) One of the best techniques that we have found has been to precede -suggestions
! with praise. That is, always begin what you say to the client with some.
praise about something which he or she has done. Then you can follow this
with suggestions about how they’might do something a little differently. .
State ‘these suggestions positively in terms of what the client should do in-
stead of what he should not do. Also, be sure that the tone of your voice
. is positive and supportive.

: 2) Another helpful device *has been to organize a project where the client is
e ‘ sure to get a great deal of praise and positive attention. For example, if
‘ the client bought some new clothes or was giyen some public responsibility -
such as helping one of the staff persons, this would provide opportunity for
staff and others to give the €lient a great deal of praise and positive
attention. Our experience has been that when clients are getting positive
recognition, they can tolerate suggestions and even ch%icism much better.

3) When you make a suggestion to the client who is very sensitive, try to in-
clude some choice on his part so that he feels that he is part of the
planning. For example, if you want to suggest that the client put more
energy into sweeping, you could also ask him whether he preferred to use a
push broom or a sweep broom. By simply adding an element of choice, the
client feels consulted and it is easier for him to deal with your suggestion
or criticism. . : ' ! .

. {

" 4) ,Ask the client for suggestions for ways that will help him handle the crity -
//////<1cism.~ He may give you some good strategies, such as "Don't criticize me -
in front of my-girlfriend." Or "Just give your criticism once and don't
repeat it." It never ceases to amaze staff how frequently clients can make
excellent suggestions about how to handle their own problems and we should

always be on our guard not tc ignore this very important resource.

5) Ask "When does the client handle criticism wel1?" Try to repeat those
“conditions, ' ' . -

£
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GLIENT PROMISES, BUT DOESNT FOLLOW THROUGH

AN

PROBLEM: | "This client will agree to anything you ask him to do when you're at the staff
" meeting; however, he usually forgets or dbesn t follow through with what he has

W promised What can we do?"

SUGGESTIONS : 1) Be sure that what you vae asked of the client is in fact reasonable. One
of the most frequent reasons why clients do not follow through on what they
promised is that the program itself is not reasonable for them. Often, in
the beginning, it's a good idea to choose a behavior which you are certain
he is able to perform - something you have seeén him do several times already.
By keeping your goals small, you increase the probability of success and '
- therefore of rewarding the c]ient for his appropriate behavior rather than
i , having to punish him for inappropriate behavior.

2) Get clear, objectively measurable goals. Be sure that the cliept under-
stands what he is to do. As a check, ask him to restate what he is to do.

3) If your program doesn't work at first, don't give up since it usua]]y\takes
a bit of time for the client to understand that you are us about this.

4) Spell out what will happen if he does or-doesn't do what he has agreed to. .
Be sure these consequences are meaningful to the client. You may even want --.
to consider writing a formal contract with the client. Be.sure to include
the positive as well as the .negative consequences of d1fferent behaviors .in

- the contract. - -~ L

5) Be sure that you have complete. support from a1l persons’ who work with the Lo
client so that everyone is cansistent in dealing with him. This is very
important, especially with clients who have difficulty in being consiste

- themselves.- We must provide a consistent environment if he is to 1earn)
consistency. : .

* 6) Begin with only one contract- focusfng on one behavior and stick to that 1ong
enough SO “that the client has truly understood that you will follow through
with the consequences. It is a mistake to write too complex a contract .i
the beginning.” The client will have difficulty.remembering it and it wi]q

be difficult to get complete consistency with all people working with him. -
After a few simple contracts, then you can gradua]]y 1ﬁcrease the number and
scopé of your program w1th h1m . L ¥ - e
‘ .
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PROBLEM: "We have some clients whom we cannot.trust what they say. What can we do?"

SUGGESTIONS: 19 Include the client fully in your planning. He should understand exactly
' : _what it is that you want him to do and he should understand the seriousness
“ of the commitment which staff are making to try to help him change. If
possible, get his suggestions for strategies to deal with the problem. - It
is important if we are to establish open, -honest communication with the
client that he understand every pqrt of the plan from the beginning.

2) Make siire the client understands what is meant by the words “truth" and
"]16‘5.“ - ' B T . . '

3) Tdry to arrange th’ngs so that 1ying does net pay off while'tellipg the truth

.+ does. This will require communication among staff and clarity and consis-
tency in dealing with th&client, A precise, written contract-signed by the
client is often helpful with verbal clients. Staff can be instructed to

. -check up on what a client szys}wh11e the c¢lient is still present. If he has

- told.the truth, he should recelve praise. . If he has not, there should be ..

some~appropriate eensequence. The clteht should have. input as to what the
"appropriate consequence" should be and he should agree to it.

- *4) Ask if there are sofie circumstances where he can be:trusted to tell the
B * truth. BReview these circumstance$ and see what it is. that causes the client
. . to be horiest and see if wecan imcrease those circumstances. ‘For .example,.
- he may be very honest wjth people who are fair with him or who-are sympa-
" thetic to him. This can give us clues in how to treat the client so as to’
increase his honesty. ' - .

- 5) Since ‘the short-term consequences of 1ying are often positive and since cli-
L _ents frequently have had this pattern for a good deal-of time, we must be '
* R realistic ?9out how fast it can change. Often progress will be very slow,
SR particularly at first. For this reason, it is often good ‘o keep records
over long pepiods of time so that we can see how we are making progress even
when there are temporary relapses.. - ' oot
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CLIENT REPEATS THE SAME QUESTIONS OVER AND OVER AGAIN

....WHEN IS MY MOTHER 7 e
COMING ?? % , ,
A L] _— \‘ -
\ E
SC o I
/, AN ‘
. W
R {
?hOBLEM: "We have a number of clients who keep pestering staff with the same question

such as jWhen is my mother coming' or 'Will the bus be on time,' etc. This is
very annoying and time-consuming for staff. What can we do?"

SUGGESTIONS: 1) Involve the client and explain to him or her that it is very important to-
decrease the number of these questions. He shou]d understand and accept any
plan that is developed. N\

2) Set an initial goal of not'asking any questions for a short period of time. .
An example of such a goal is "Billy will work for 10 minutes without ‘asking
the staff any questions about the bus home." Start with very short periods
of time and, when the client is successful with these goals, then gradually
increase the period of time when he is not asking questions of staff. Staff
should be instructéd to ignore theseErepeated questions during the "no ques--
tion periods." Only meaningful questions should be answered. It is
important that all-staff be consistent in how and when they respond to these
.repeated questions.-

\'3) Be sure that positive attention and support is given to the client. for his
: success in controlling his own behavior. Don't expect success quickly.
Progress will be slow at first and may take a considerable time.

I - 4) Evaluate the client's present activities to be sure that they are suffi-
“\V ~ ciently meaningful and involving for him. ' Frequently.if clients are more
involved and interested in their activities, they are less-likely to ask «
these repetitive questions.

Observe the client and note when he or she does not ask questions. This may
/)take some careful record keeping but such data can an often point to the &ir-

cumstances that cause and do not cause the behavior. This can be helpful in

designing programs:to displace the problem behavior.,

5)
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CLIENT MANIPULATES STAFF

/ N

PROBLEM: ome clients are ver& sk111fd1 at getting what tﬁey want out of staf?_by telling
' e staff person what he thinks they want to hear instead of being consistent
- and truthful with staff. What can we do\ ., ’

SUGGESTIONS: 1) Be precise by what you mean by "manipujates staff." This is a term that
S : staff tend to use loosely. Each sta rson concerned should identify very
specifically what they mean by "manipulation" with examples. This will help
a great deal in improving communicgtion among staff members and also in '
identifying what it 1s we want to thange. - v

_ > ‘ _ .
+ 2) Clients cannot. manipulatk staff unless the staff permit it. The best way to®
deal with this type of behavior is through staff education and communication.
It is_important that all staff be aware of this problem and alsoy that there
- be close communication amonl staff members about what they have told ‘the
. ‘client. Circulating copies of IWPP's to all staff can help communication.
U -  The cljent should also know that staff are in canstant communication with

each other. -

3) Once we have identified exactly what. it is the client does timt is inappro-
priate and once we have clear communication among staff dealing with the
client, everyone should give the client immgdjate and clear feedback when

“vhe or she engages in the inappropriate behavior. ) '

. Q 19e$ ' \
' ". %) Bé very clear about what the client is expected to do. Be surz the IWPP
: plan is clearly written and spells out, in detail, what each person's re-
spons1b111t1e§ are. . _




SEIZURES SOCIALLY DETERMINED

PROBLEM: © . "We ‘have several clients who hFe prone to epileptic seizures; howevér we have
noted that they usually have these seizures when they want attention or want a
\ way out ,of some #ifficul social situation: Nhat can we do?"

SUGGESTIONS: 1) Be sure the client Has a complete physical (eSpéc1a11y neurological) exgmi-.
: ~ nation, that he has a prescribed medication and that he is taking his XY
+ medication. ) \

2) Keep & careful, record of the conditions under'which ¥He client has these
' -seifzures and thé situations when he does not have seizures. It is impor-
» _ tant-to keep records of both types of events, and not just the seizure
T event. It is also important to have objective records because we can often
, distort our own memorids and think that these seizures are occurring in
\.- T . social situations because they are the only ones we remembér ,

3) If the client can understand you, -ask for his coopefration and,.if possible, -
. E jointly work out asprogram to hélp 'him control his seizureX.. If he can
N ' '~ récognize when the seizure is coming on, help him to develap -some’ distract-
S ' . ing activities or ask him what he does in other circumstances which have *
I helped him to avoid seizures. Jt’will be helpful to review your objective
T records of situations where he does not have seizures for ideas for dis-
tracting h1mse1f eanrly in the seizure sequence.

4) Have some special rewards for' the ¢lient controlling his seizures Take
situations where he frequently-has had seizures in the past and, if he - X
: . avoids a setzuré in those situations, he should receive some- special reward
o . that is important to him. As he gains controT over his seizures, shift to
' ~ attention and praise as a reward. :

. 5)."If a sefzura seems to be an attention-getter at social functions. then -re-
" _move the client from the function as soon as the seizure suhsides. "This .
will minimize getting attention for the behavior

6) Get complete support from it staff and all Sther clients and family members
who have contact with the.client. It is very important that everybody be
R " consistent adross all shifts and situations. in dealing with £his type of |
KR W - behavior. "Everyone should be supportive and encouraging the client to con- -
woso<o "~ -trol his.behavior and, at the. same ¥imey ‘should, not be giving spec1a1 soc1a1
3 b I -attontion for the seizure behavior. - . o IR
g 99
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., PROBLEM: .

SUGGESTIONS:

2) Ask the glient’ for his suggestiond about what you could do lb heip him con- .

' 7) Ask 1f th;E:/ﬁssomepIace where the c11enf could.-let off steam but wherevit

- th‘“‘km‘ S S 109 . |

TEMPER TANTRUMS

"This client will suddenly bhkst into a rage and upset everyone around him.- He

‘makes everyone, inctuding himself, miserable. Isn't there anything we can do?"

1) 1f possible, try to intercept the client before his temper gets out of con-

: trol. Often the client will be willing to come to you for help when he
senses that his feelings mgy.get out of control. The best time to stop a
temper. tantrum is before it happens by distracting the client and by getting
him out of the 'situation which he cannot handle., - - ;

trol his temper. Make him an active part of the program. Most clients are -

unhappy about losing their.temper and willingly cooperate to help in develop-
ing the program. . .

"~ 3) Imagine yourself aS the client and go through, in your mind, a recent temper.

. tantrum that he had: Start with the events that led up to the temper tan-
-trum and, as you imagine yourself in the client’ shoes, think "what could
I realistically do differently to control my temper or what could other
people do to help me control my temper?" : '

4) Are there sometimes when the client does control his temper? When is this?
~ What doks he do at those times to control his temper? What can we do to
help him to yse these same Strategies_at other times? S .

5) Look for some attivity that the client Tikes to do which 1s incompatible
with having a temper tantrum. For example, he may especially enjoy listen- .
ing to a particular record ot playing a certain gahe. Then, when 2a tanqrum
is 1ikely, and before he gets to the boilimg point, start Hfm on this spe-

ial activity that hg enjoys. It is important that you do this before he -
/1oses his temper so that you are not rewarding him after he has lost his
‘temper. ( ) , ‘ E . ‘ -

6) Ignore the tantrum--after checking to be sure the client is not in ddnger:
When we react to the tantrum, the client gets exactly what he wanted--at-
tention. - ) .

|

»

. would not bé so disruptive to others.

() ‘Have the' people who wark-directly with the client pay'a.tte'ntlion'. _ahd ,ﬁraiﬁe'

. the cHent“When he does hahdle stress well. This will help him to develop .-




'sussesnpns:

,PROBLEM:

four clients want fo do th{ngS'fhatlére not stsib1e'for them to do. How can,
we explain this to them and still have them feel that they are involved in the
process?" . - g - ,

1)

N

.2)

5)

Do not be afraid to share your views openly and honestly with the client.

While you should not force your views on him, at the same time, you should
also give him the benefit of your honest-opinion. Tell him honestly what

you think and he will respect you more for it, even if he doesn't agree -
with you. ¥ - . .

Offer the client some choice among realistic goals. In this way he can be
involved in selecting a goal and won't feel that you are cutting him out of

v

the selection process. .

- Questiom the client carefylly to be sure.you know precisely what he wants

from his goal. For example, a client may say he wants to fly an airplane
but, in reality, he will be very happy to simply sit in a cockpit of an air-

_plane. L
_‘When a client does want something that you-know is clearly unrealistic, we

find that it is often best not to challenge his long-term goal. Instead,
help, him focus on some reasonable, short-term goals which could, in the
Tong_run, contribute to achieving his long-term goal (e.g., learning basic
job 8ki11s.so he can _get his first jpb). In-this way, you are not arguing
with him about what he wants in the long run and he sees you as working with
him-and helping him.. - S |

Let the ¢11ent,obse¥ve or expérienée what would be involved in achieving.his

goal, “He may then chobse a more realtstic goal.

' )

l .
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' REGRESSION - €LIENT BACKSLIDES

‘ ’

~(GROOMING CHART | .
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oo
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~ PROBLEM: "Things started out all right on our plan, but then everything went to pieces

and Re seems to be worse than when we started. What can we do?" _ - K

SUGGESTIONS: 1) Start a new plan. Start where the client is now and then build in small
reasonable steps. If he has regressed, that simply means that "where . he ts
now" has shifted and we have to shift the plan. '

2) Look at what ts causing the regression. Frequently this has nothing to do

- with the approach used in the plan, but it is.something entirely outs ide.

For example, the client has a fight with h{s mother and so, temporarily,

r stops working on any of his goals. In this case, stick with® the original
~ IWPP. plan and turn your efforts to the more basic cause of the regresston.

. 3) If the client has had g history of='ups anpd downs" in his programmin?, then
~ just wait for things to settle down before re-instituting the IWPP p amt
Don't panic and change the plans when all we really need to do is to wait
the client out for .a short period. - ‘

4) Keep records of the clfent's prpgress over long periods of time. In this
way you can see that long-term progress is being made even when therg 1is
temporary backsliding.- This type of data can also help to show whether the
rdgression is temporary or a more serious problem. ¥,

5) When talking with the client, focus op”the progress’ that.he has made up to '
this point rather than on the.backs1{ding which may “just discourage him,
- from partiéipating in’ the program. o :

6) Once a client has achieved the desired behavior, start using "partial reiﬁ--
forcement," 1.e., giving him attention and praise irregularly. This will
help to maintain his behavior and also help to minimize backsliding.
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POOR SOCIAL JUDGEMENT

PROBLEM: " "Wé have clients who would 1ike to be friendly and sociable with other pedﬁ]e,
. but they have poor.judgement abqut what to say and do with other people. Up to
a point thedr behavior does get them attention from others, but then they 'over-

step' and other people become angry with them." : :

_ . .
SUGGESTIONS: 1) This 1s a difficult area to change behavior because the client does -receive
' : ;positive responses to much of his behavior and pnly occasionally and, same-
what belatedly, does he get feedback on what”he has done wrong. .Therefore,
', ' S dhe of the most -importapt things is to try to give him more immediate and
more accurate feedback about how others.feel about his behavior. Often a
trusted friend or staff person can do this best because they are with him in
the situations when he tends to get into trouble. Role playing can also be
wused as a way of teaching these social skills. If role playing is used, it
. 1s often good to repeat actual incidents that the client has been involved

~ 1n.

\7?) A1l persons working with this client should be aware of . the problem and
" should be consistent in how they deal with it. For example, if a client
tends to ask women questions which are too personal,.then all female staff
” who work with him should be instructed to tell the client immediately when
' he has hecome too personal with them. If necessary, model for the staff
how to respond to the client. : . S T -

U (" 3). If we would practice the pripciples of normalizafion and treat clients the '
S ' . way we treat other adult persons in our society, poor social judgement would .
be much less of a problem for clients. Too often staff are tolerant of in- '
. : < appropriate social behavior from clients where they would reject the same
' ‘o behavior 4f from & non-client. Instruction in normalization principles may,
»  therefore help staff to better deal with ¢his. type of behavior problem. -

— s _ t




PROBLEM:

SUGGESTIONS :

SEXUAL BEHAVIOR

A

"We frequently have problems with clients in the areas of masturbation, petting,

1)

'protreation, etc. Do you have any suggestions?"

This is emotionally charged area in our culture and one of the most- impor-
tant things to do in approaching this area to. take a dispassionate view of

_the behavior and to put ourselves in the client's shoes and tty to under-

stand what he is feeling and his perspective on the situation. .This can

" help us a great deal in keeping our own heads level and also in communicat-

2)

. 3)

ing to the client that we understand his situation and that we want to help -
him. ‘ . : .

There are an increasing number of good discussions of this topic put out by
bath professional and also by.client advocate groups. It is recommended

that these sources be reviewed carefylly as pteparation for dealing with
problems in’ this area. - L . .

‘Once we have defifed clearly for ourselves what ?sﬁreasonab]eq;nd“approprj-

ate behavior then we, should be very open and clear with clients what our *

_ Vjews are, . If we waht to helh the client, we must be prepared to be very:

rect and open with him and .not to hide our own conclusions behind our
embarrassment or self-consciousness. Clarity and- consistency are two of the

' -best ways to be of help to a client with such an emotionally charged_tyge of

8)

behayioh.

D

Since sexual behavior-must be learned, then 1t is our responsibifity'to help

clients to learn-how to aét appropriately. Role playing is a good feaching

" device. Another is to give the client immediate and honest feedback about

>

his. behavior 1in this area. ,

-



PROBLEM:

SUGGESTIONS:

-

SHORT ATTENTION SPAN

"We have clients Qho can concentrate on & task for on]y‘a‘short.period of time. .

1)

. 2)

E

5).

; Unless they can stick at something for a 1ong‘ period, we cannot teach them
other basic skills. What can we do?'l . '

Start with very small goa)s then gradyally increase them You may start
with the client working at a task for:less than a minute (perhaps even 5 to
10 seconds) then gradually increase that time. The first goal should prob-
ably be equi‘ to or a little less thah his current, attention span. This
will fami]iarize the client with the procedire and let him know that he can
be successful. Then increase what you are asking of him in very small
steps. Give ample praise and support for the cliént's accomplishments.

‘One client on such a program went from 30 seconds to 20 minutes during a
three year period of training

Do ‘the training with tasks that the c11ent especia]]y likes to do. For ex-
ample, #f the client enjoys puzzles then this would be a good task to use
for trainiAg..

Do thé initial training,in a quiet location without distractions. Then

graduplly mové back to more normal situations.
- When you are trying to transfer-what has been learned in training sessions

to everyday life, be-sure that all persons-working with the client are
aware of the program and are consistent, in their demands on him or her

.If you are trying t teach new $kills to. c]ients with short attentioen spans,
then break the teaching into very small -units and give the client some

alternate, distracting activity in between training sessions. Another
strategy 1s to alternaté several different teaching programs in sm&11 time
units so that the client is working ‘for a long peripd of time but is spend-
ing only a very short period of time on each: program
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STEALING

-
B . &
] " |
PROBLEM: . "We have a client who takes others' belongings. He doesn't underétand that it

. is wrong to do this and we caq.F make him stop. Do you have any §uggest10ns?“

SUGGESTIONS: 1) It is very important that é]]'peop1e who deal with the client be‘consjstent
in how they deal with the problem. A firm, immediate.response which does
not reward the client with attention is usually best.

) 2) Give the client some positive ways to get the things he wants. These could
include asking someone for permission to borrow something, or providing
ways -to-earri money for things he wants. Reward ‘the client with praise when
he does these things. - '

.3) Have clear consequences for ttealing. If possible, the client should help
to decide on the consequences. One strategy is for the client to pay a fine
consisting of the same thing he stole. For-example, if he takes someone's "
cigarettes, he has to give the person back the amount he tooks plus another
pack. If he takes money, he has to pay it back plus an additional amount..

4) Poor budgeting ts frequently a reason for stealing. By helping the c11ent‘

plan and follow a budget, the pressure for stealing is often reduced.
.

5) Mintmize the chancdes for stea11ng'5y marking items and putting things away.

-




